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Task 1: Select Job adverts and identify key skills
On this task, I have chosen two cleaning-related jobs; one as a Cleaning Operative and the other one as a Cleaning Supervisor. Both positions are within the cleaning industry, which have two different levels of responsibility. Comparing the two roles helps identify the skills and knowledge required to develop each job in the cleaning sector.
The first role as a Cleaning Operative, requires an employee to maintain a high standard of cleanliness and hygiene. Important skills include attention to detail, because it is cleaning and always must be on a high standard and spotless. It also includes time management, as you need to be on time and always complete your job in your correct working hours as your contract stipulates. You also need to be reliable, for which most of the jobs requires you to pass DBS check. Communication is also needed as you need to have the ability to communicate effective and work independently most of the time. A cleaner needs to understand how to use different cleaning products and equipment safely. Knowledge of health and safety is also important and necessary because cleaners may work with chemicals, electric equipment and potentially hazardous materials. It is important that every cleaning operative receives correct training and induction prior starting the job. Customer skills are also valuable because cleaners may work inside customers’ homes or businesses and need to behave professionally.
The second role as a Cleaning Supervisor, requires many of the same skills as an operative but involves additional responsibilities. A supervisor needs to organise cleaning teams, allocate tasks, check the workplace after cleaning, check the quality of completed work and communicate effectively with customers and employees. 
Leadership, problem-solving and organisational skills are important. A supervisor needs knowledge of health and safety procedures, cleaning standards and workplace policies. The ability of train and support other employees is another highly important requirement.
There are several common skills between the two roles. Communication, teamwork, time management, attention to detail, reliability and health and safety awareness are important for both positions. Both roles also require employees to understand professional cleaning standards and use cleaning equipment correctly. 
One Key skill that I could use in my future employment is communication. Communication is important because cleaning employees need to understand customer requirements, communicate with colleagues and report any problems. For example, if a customer requests a particular area to receive additional attention, I will need to listen carefully and communicate the requirement clearly to ensure the work is done correctly. As I progress to a supervisory or management position, communication is key. It would become more important because I would need to give instructions, support employees and deal professionally with customers. 
Overall, comparing these two roles demonstrates that a successful career in cleaning requires more than the ability to clean. Professional behaviour, Communication, reliability, health and safety awareness and organisational skills are essential for career progression.

Task 2: Self-Assessment and Evidence of Readiness 
A self-assessment is useful because it allows me to understand my current strengths and identify areas that need further development. I have used a SWOT analysis to consider my strengths, weaknesses, opportunities and threats in relation to a future career in the cleaning industry.
STRENGHTS
One of my main strengths is reliability. Reliability is particularly important in the cleaning industry because customers expect cleaners to arrive on time and complete the agreed work. Being reliable can help build trust and encourage customers to use the service again.
Another strength is attention to detail. Cleaning requires employees to notice areas that may be missed easily, such as corners, surfaces, bathrooms and high-touch areas. Good attention to detail can improve the quality of the service and customer satisfaction. 
I also consider Communication and customer service to be important strengths. A cleaner needs to listen to customers and understand their requirements. Good communication can prevent misunderstandings and help create positive relationships with customers and colleagues. 
Another strength is my interest in developing a career within the cleaning industry. Having a clear career direction can motivate me to improve my skills and gain additional experience. I am also interested in progressing beyond basic cleaning duties and developing the skills required for supervision and management. 


WEAKNESSES
One area that I need to develop is leadership and management experience. Working as a cleaner and managing a cleaning team require different skills. A supervisor needs to allocate work, monitor performance, solve problems and support employees. I therefore need to gain more experience in leadership.
Another weakness is formal knowledge of business and employment procedures. If I want to progress into a management position or operate my own cleaning business, I need to understand areas such as recruitment, employment responsibilities, budgeting, customer management and health and safety. 
I also need to continue developing my digital skills. Modern cleaning businesses use technology for online bookings, customer communication, accounting, marketing and scheduling. Improving my digital skills would allow me to manage these activities more effectively. 
Finally, I need to continue improving my confidence when dealing with difficult customers or workplace problems. The ability to remain professional and calm when dealing with complaints is important for customer service and future management responsibilities.

OPPORTUNITIES 
There are several opportunities available to support my career development. Cleaning industry provides opportunities to gain experience in domestic cleaning, commercial cleaning, specialist cleaning and supervisory positions. 
Training is another important opportunity. I could complete additional training in health and safety, COSHH awareness, cleaning techniques, customer service and team leadership. These qualifications and skills could strengthen my CV and make me more competitive when applying for jobs. 
Another opportunity is gaining experience through employment. Starting in a cleaning role would allow me to develop practical knowledge and understand the expectations of professional customers. With experience, I could progress to a supervisor position. 
Digital technology also provides opportunities. Social media, websites and online business platforms can help cleaning companies attract customers and develop their reputation. Learning how to use these tools could support my future career development. 

THREATS
One threat is Competition within the cleaning industry. There are many cleaning companies and individual cleaners offering similar services. This means that employees and business need to provide reliable and high-quality services to remain competitive.
Another threat is the increasing cost of cleaning equipment, products, transport and other business.
Another potential threat is changing customer expectations. Customers increasingly expect flexible scheduling, quick communication, online booking and high standards of hygiene. If I do not continue developing my skills, I could fall behind other workers or businesses. 

EVIDENCE OF EMPLOYABILITY READINESS
My readiness for employment can be demonstrated through the skills required for professional cleaning work. Reliability, communication, attention to detail and customers service are transferable skills that can be applied in different employment environments. 
My academic studies have also helped me develop knowledge of business, entrepreneurship and professional development. Completing assignments and meeting deadlines demonstrates organisational skills and the ability to work towards specific objectives. 
My interest in developing a cleaning business also provides an opportunity to apply business knowledge in a practical environment. Planning services, considering customers, developing marketing ideas and thinking about staffing requirements can help develop entrepreneurial and management skills, which can all be improved with time in future.
Feedback from colleagues, customers or peers could also help identify areas where I am performing well and areas that require improvement. I should continue asking for constructive feedback because it can help me understand how other view my communication teamwork and professional behaviour.
Overall, my SWOT analysis shows that I have a foundation of useful employability skills, but I need to develop leadership, digital, management and business knowledge. By taking advantage of training and employment opportunities, I can improve these weaknesses and prepare for career progression within the cleaning industry.



Task 3: Employment goals and personal development plan
Based on my SWOT analysis, I have identified short-term and long-term employment goals that will support my career development in the cleaning industry

Short-term Goal
My short-team goal is to gain further professional cleaning experience and develop my knowledge of cleaning procedures, health and safety and customer service. I want to become confident in working to professional standards and communicating effectively with costumers and colleagues. 

Long-term Goal
My long-term goal is to progress into a cleaning supervisor or cleaning business management position. I would strongly use my abilities to manage people, organise cleaning schedules, maintain quality standards and develop strong relationships with customers. 
This goal aligns with my career aspirations because I want to progress beyond basic cleaning duties and develop leadership and business-management skills. It also will help me to understand and get the experience needed to continue progressing in future, so my business continues to grow.

PERSONAL DEVELOPMENT PLAN
	Development area
	Action
	Timeline
	Resources

	Leadership
	Complete leadership training and take responsibility for small team tasks.
	
6-12 months 
	Training courses, workplace experience

	Health & Safety
	Complete relevant health and safety/COSHH training
	
3-6 months 
	Training provider and workplace resources

	Digital Skills 
	Improve skills in online booking, spreadsheets, email and digital marketing
	
3-6 months
	Online courses and practice.

	Customer Service
	Develop communication and complaint-handling skills 
	
6 months 
	Workplace feedback and training

	Management
	Gain experience with scheduling, organisation and staff responsibilities 
	
12-24 months 
	Workplace experience and mentoring 


Following this development plan will help me to progress and to address the weaknesses identified in my SWOT analysis and provide a clear pathway towards my long-term career goals.
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