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[bookmark: _Toc1208614280]Task 1: Compare Job Adverts
[bookmark: _Toc965492221]Table 1: Compare Job Adverts
	Job Role
	Key Skills Required
	Key Knowledge Areas
	Source of Advert

	Primary School Administrator/Receptionist
	Strong communication skills, ability to work independently, organisation, attention to detail, ability to work quickly in a busy environment
	Knowledge of SIMS system, use of Adsum4, understanding of school administrative processes, safeguarding awareness, handling confidential information
	Hays Specialist Recruitment Limited

	Hospitality Receptionist (Hotel)
	Excellent communication and customer service skills, friendly and professional manner, organisation, attention to detail, ability to work in a fast-paced environment, flexibility
	Knowledge of hotel reception duties, booking/reservation systems, customer service principles, teamwork (working with housekeeping and events), maintaining professional standards
	Reed


Source: Authors Own
The table compares two receptionist roles: a Primary School Administrator/Receptionist and a Hotel Receptionist. Both roles demand strong communication, organisation, attention to detail, and professionalism, showing how these skills are valuable across different workplaces. The school role is more administrative, using systems like SIMS and Adsum4, managing registers, supporting safeguarding, and handling confidential information, with structured term-time hours. In contrast, the hotel role focuses on customer service in a fast-paced environment, requiring flexibility, knowledge of booking systems, teamwork with housekeeping and events, and maintaining professional standards. The comparison highlights the importance of transferable skills alongside role-specific knowledge.


The comparison between the two job adverts highlights that, while both roles are receptionist-based, they differ significantly in environment, responsibilities, and expectations. Despite these differences, both positions require strong communication, organisation, attention to detail, and professionalism, showing that these skills are valued across a range of sectors (Hays; Reed).
The first role, a Primary School Administrator/Receptionist in Great Barr, is primarily administrative. It involves supporting the day-to-day running of a busy school office, including duties such as signing in visitors, managing registers via SIMS, handling dinner money, and completing general administrative tasks (Hays Specialist Recruitment Limited, 2026). This role requires prior experience working in a school environment, knowledge of SIMS, and an up-to-date DBS check. Working hours are Monday to Friday during term time, offering a structured and predictable schedule, which may appeal to those who prefer routine (Yorke, 2006). Attention to detail is essential, as errors in registers, payments, or records could have significant consequences for the school community.
In contrast, the Hotel Receptionist role in Solihull focuses heavily on customer service. Responsibilities include welcoming guests, managing check-ins and check-outs, handling bookings, and liaising with housekeeping and events, particularly during busy periods such as weddings or conferences (Reed, 2026). The position requires flexibility, including weekend work, and previous hospitality experience is preferred. The environment is fast-paced, and the focus is on creating a positive guest experience. Professionalism, friendliness, and the ability to remain calm under pressure are crucial when dealing with queries or complaints (Jackson, 2016).
Despite the differences in environment and focus, both roles share essential transferable skills. Communication is particularly important: in schools, it ensures that parents, staff, and pupils receive accurate and sensitive information, while in hotels, it helps guests feel welcome and ensures any issues are addressed promptly (Goleman, 1998). Organisation, attention to detail, and efficiency under pressure are also critical, whether managing registers or coordinating bookings (Brown, Hesketh & Williams, 2003). Being the first point of contact in both settings requires approachability, reliability, and a professional attitude, as these factors contribute to the overall impression of the organisation.
Overall, these adverts demonstrate that core skills such as communication, organisation, and attention to detail are valuable across different professional environments. At the same time, specialised knowledge is role-specific: familiarity with SIMS is essential for schools, while experience with booking and reservation systems is required in hotels. Understanding these similarities and differences highlights both the transferability of key skills and the need for role-specific knowledge to be effective in a receptionist role (Cole, 2016; Yorke & Knight, 2006).

[bookmark: _Toc2101366951]Task 2: Self-Assessment
To reflect on my employability, I carried out a SWOT analysis to identify my strengths, weaknesses, opportunities, and threats (Barrett & Barrett, 2001; Schon, 1983).
[bookmark: _Toc1220217621]2.1 Strengths
One of my key strengths is communication. I feel confident interacting with diverse groups and adapt my style naturally depending on the situation. This is essential for receptionist roles, where clear, friendly, and professional interaction leaves a positive impression on visitors and colleagues (Goleman, 1998). I am also well organised, able to manage deadlines and prioritise tasks effectively, which demonstrates reliability, responsibility, and the ability to remain calm under pressure (Cole, 2016).
Another strength is my willingness to learn. I respond positively to feedback, actively seek opportunities to develop new skills, and enjoy mastering unfamiliar systems or procedures (CIPD, 2022). Beyond this, I take pride in being punctual and dependable, recognising that consistency helps build trust with both employers and the people I work with (Harvey, 2001). I genuinely enjoy supporting others, whether by assisting a colleague or providing a welcoming environment for visitors, and I take satisfaction in seeing tasks completed efficiently and to a high standard.
[bookmark: _Toc1547035737]2.1.2 Weaknesses
There are areas I am still developing. I have limited practical experience with specialised systems such as SIMS in schools or hotel booking software. While I am confident with general IT programmes, these specific systems require training and hands-on experience to use effectively (Yorke & Knight, 2006). I also tend to spend too long trying to perfect tasks, which can sometimes slow progress in fast-paced environments where efficiency is crucial (Brown, Hesketh & Williams, 2003).
Another area for development is confidence in handling challenging situations, such as complaints or difficult conversations. Reception and administrative roles often require problem-solving under pressure, and I recognise that experience is key to responding calmly and professionally (Jackson, 2016). To address this, I actively seek guidance from colleagues, observe best practices, and take small steps to practise managing these scenarios, turning potential challenges into opportunities for growth.
[bookmark: _Toc657406301]2.1.3 Opportunities
I can improve my skills through online training courses in IT and customer service. Part-time work, volunteering, or temporary roles provide practical experience. For school-based roles, completing safeguarding training would be an asset (Hays Specialist Recruitment Limited, 2026). Feedback from tutors and peers highlights that I communicate effectively and work well in teams, while also noting that I could enhance efficiency and confidence in high-pressure situations (Barrett & Barrett, 2001).
[bookmark: _Toc466211978]2.1.4 Threats
The competitive job market is a challenge, as many applicants already have practical experience. Some positions require checks, such as a DBS, which I would need to obtain to be eligible for certain roles (CIPD, 2022).
[bookmark: _Toc255470998]2.2 Evidence of Readiness
My academic achievements demonstrate organisation, time management, and the ability to meet deadlines. Group projects have helped me develop teamwork and problem-solving skills, indicating adaptability and collaboration (Schon, 1983). These transferable skills provide a strong foundation for employment, even if specific systems experience is still developing. Overall, my self-assessment shows that while I possess core skills, gaining practical experience and building confidence in challenging situations are key steps to career readiness (Yorke, 2006).








[bookmark: _Toc1278653703]Task 3: Employment Goals and Personal Development Plan 
Based on my SWOT analysis, I have set both short-term and long-term employment goals.
[bookmark: _Toc1547904386]Table 2: Employment Goal
	Goal Type
	Goal
	Actions to Achieve It
	Skills Developed

	Short-term
	Gain practical experience in administrative or customer service roles
	Apply for part-time, volunteer, or temporary roles; complete online training in SIMS or hotel booking software
	Practical IT skills, workplace familiarity, communication, organisation

	Long-term
	Secure a permanent receptionist or administrator role
	Build experience through short-term roles; develop confidence in handling challenging situations; complete DBS check
	Professionalism, problem-solving, confidence, compliance knowledge, customer service

	Technical Development
	Improve competency in specialised systems
	Complete online courses in SIMS and hotel booking software within 3–6 months
	IT proficiency, system-specific skills, efficiency

	Confidence Building
	Handle difficult situations effectively
	Role-play scenarios, seek feedback, mentoring, practise customer or parent interactions
	Confidence, problem-solving, communication, conflict resolution

	Compliance
	Become eligible for school-based roles
	Apply for a DBS check within 1 month
	Compliance knowledge, professionalism, employability readiness


My short-term goal is to gain practical experience through part-time work, volunteering, or temporary positions. This will improve my confidence, develop practical skills, and enhance my understanding of workplace expectations (CIPD, 2022).
My long-term goal is to secure a permanent receptionist or administrator role, offering career stability and opportunities for progression while continuing to develop key professional skills (Harvey, 2001; Yorke, 2006).
[bookmark: _Toc1456228135]Personal Development Plan:
· Technical skills: Complete online training in SIMS and hotel booking software within three to six months to improve proficiency (Yorke & Knight, 2006). 
· Practical experience: Apply for at least three relevant positions per month over the next two months to gain hands-on experience (Barrett & Barrett, 2001). 
· Confidence building: Practise handling challenging situations such as complaints through role-play exercises, mentoring, and reviewing progress monthly (Goleman, 1998). 
· Compliance: Apply for a DBS check to become eligible for school-based positions (Hays Specialist Recruitment Limited, 2026). 
Progress will be measured through applications submitted, feedback received, and improvements in confidence, efficiency, and competence. By following this plan, I can address weaknesses, develop employability, and work towards achieving my career goals (Jackson, 2016; Brown, Hesketh & Williams, 2003).
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