Selected Job Adverts:
1. Morrisons - Customer Assistant (Replenishment)
2. One stop - (customer service assistance)
3. Sainsbury’s - Retail Assistant (Fresh Food / Groceries)
4. Aldi - Store Assistant 
	Skills
	Morrisons (replenishment)

	One stop (customer service assistance)
	Sainsbury’s (fresh food/ groceries)
	Aldi (store assistance)

	communication skills 






	Must communicate clearly with the team members and follow the instructions for stocking 
	Clear Communication is needed to support fellow staffs and the customers  
	Communication is important to coordinate fresh food tasks and maintain the standards 
	Communication skills are crucial for tills, stock work and ensuring smooth teamwork. 

	2:
Teamwork 






	Teamwork with colleagues to ensures the shelves are fully stocked and the tasks are completed efficiently.  
	Expected to support the team members across different departments depending on the store demand. 
	Expected to teamwork with others and maintain the product freshness and availability. 
	Team members must work together closely to ensure fast paced store operation. 

	3:
Time management 






	Need to complete replenishment quickly, often expected before the store opens.
	Expected to manage tasks smoothly, especially during peak hours. 
	Time management is need for rotating stock and maintaining fresh food displayed. 
	The pace is very fast, so it requires to have a strong time management. 

	4:
Customer service 




	Expected to assist the customers on the shop floor and keep a friendly and welcoming attitude. 
	Focus strongly on helping customers and answering their questions. 
	Expected to deliver excellent service, especially around fresh food areas. 
	High expectation for excellent customer service while multitasking. 





	Knowledge
	Morrisons (replenishment)

	Tesco (store support)
	Sainsbury’s (fresh food/ groceries)
	Aldi (store assistance)

	1:
Product knowledge 






	Need to understand the stock rotation, product location and the shelf layouts restock smoothly 


	Need general knowledge on store departments to support the customers 
	demands a strong knowledge of safe handling, expiration dates, and fresh food quality.
	 Expected to be familiar with product types, the entire store layout, and stock and till management

	2:
Health and safety/ food knowledge 



	When lifting stock, you must follow to manual handling guidelines and basic safety precautions.
	Needs awareness of safety procedures while working in different store areas.
	Must follow strict food safety, temperature checks, hygiene
standards for fresh food.
	Requires knowledge of hygiene, safe lifting, equipment use, and Aldi safety rules.

	3:
Customer interaction and service knowledge






	Knowledge of replenishment routines, delivery schedules, and store opening preparation.
	Must understand customer service systems, store processes, and how to support various teams.
	Needs knowledge of grocery operations, freshness standards, and stockroom organisation.
	Requires understanding of tills, stock counts, deliveries, cleaning tasks, and daily store operations.



Task 2
Self-Assessment (SWOT Analysis)
Strengths:
One of my key strengths is strong customer service experience earned from my position as a restaurant receptionist. This role has helped me develop exceptional communication skills, reliability when talking with customers, and the ability to manage questions in a kind and professional manner. I am also very organised and able to manage numerous jobs under pressure, such as answering phones, greeting guests, and helping workers during busy periods. I am also dependable, on time, and flexible with my work timetable qualities that are highly valued in retail positions. My prior experience demonstrates my ability to work well in a team and rapidly adjust to new situations.


Weaknesses:

Although I have strong customer service skills, I have limited experience with retail-specific systems such as EPOS scanners, stock rotation procedures, and replenishment processes. I also want to improve my confidence when dealing with complaints independently, as I am sometimes hesitant when resolving challenging customer situations. Another area for development is increasing confidence in basic tasks such as monitoring stock counts and analysing sales data.


Opportunities:

 I have a number of solutions to help me grow. Morrisons, one stop , and Sainsbury's are among the retail companies that offer on-the-job training in health and safety, till operation, and stock control. I also have the ability to complete free online courses such as customer service credentials, food safety training, and retail operations workshops.   My transferable abilities from hospitality provide me an advantage when applying for supermarket professions that require on communication, teamwork, and working in fast-paced workplaces.

Threats:

Increasing competition in the retail sector, especially for part-time positions. Many applicants may already have direct supermarket experience, which could put me at a disadvantage. In addition, advances in technology, such as self-service checkouts and digital stock systems mean that I need to stay updated with new tools to be employable. Changing economic conditions are another external issue that may have an impact on store budgets and hiring practices.






Evidence of Readiness for Employment


My educational background, professional experience, and personal achievements all relate to my readiness for employment. My understanding of customer behaviour, communication, teamwork, and problem-solving, all crucial abilities in retail has improved thanks to my Level 4 Certificate in Business skills for the workplace. My assignments and presentations have helped me build professional writing and speaking skills and confidence, which are useful when communicating with colleagues and customers.

My two years of experience working as a restaurant receptionist proves to my ability to deliver outstanding customer service, maintain composure under pressure, and function well in a busy environment.   I have received great feedback from managers regarding my professionalism, nice approach, and reliability. This experience shows my abilities to greet customers, manage bookings, handle enquiries, and assist team operations all useful in supermarket employment.

Extracurricular activities like volunteering at community events have also helped me improve my teamwork, accountability, and time management abilities. Peer and supervisor feedback frequently emphasises my helpfulness, friendly manner, and hard work ethic. Overall, my combination of customer service experience, business understanding, and willingness to learn shows that I am prepared to advance in retail and further expand my professional skills.

Task 3: Employment Goals and Personal Development Plan
Employment Goals
based on the weaknesses identified in my SWOT analysis, I have developed a set of short-term and long-term career goals that will guide my development within the retail sector. These goals are designed to strengthen my existing abilities, improve confidence in areas where improvement is needed, and support my progression into more responsible and skilled roles over time. By focusing on both immediate skill-building and long-term career growth, I aim to become a more reliable knowledgeable retail professional (Doran, 1981). These goals will also help me prepare for future opportunities such as supervisory or management roles, where strong leadership, communication, and organisational skills are crucial. Through continuous learning, practical experience, and targeted development, I intend to build a solid foundation for a successful and sustainable career in retail and other jobs I will be doing in the future (Yorke, 2006).

Short Term Goals (0–12 months): 
My first short-term aim is to find a job as a Customer Assistant at a supermarket such as Morrisons, Aldi, or Sainsbury’s. This will enable me to gain real retail experience, especially in areas like EPOS systems, stock rotation, and replenishment procedures where I currently lack knowledge. Another short-term goal is to finish basic retail-based training courses, including food safety, health and safety, and customer service certificates. These classes will show my dedication to self-improvement and help me gain confidence. Additionally, since handling client complaints on my own is a crucial skill for any position with customers, I want to get better at it.

Long-Term Objectives (1–3Years): 
My long-term objective is to advance into a team leader or supervisory role in the retail industry. I want to improve my leadership, problem-solving, and decision-making abilities in order to accomplish this. Increasing my knowledge of retail operations, including inventory control, teamwork, and financial processes like sales reporting, is another long-term goal. My goal is to have a secure and fulfilling job in retail where I can use my knowledge of business and customer service experience. These goals are essential to me because I want a career path that offers growth, responsibility, and opportunity for continued development. 



Develop a Personal Development Plan
	Development area 
	Action 
	Timeline 
	Resources 
	Progress 

	Financial management 
	Take a course to improve my financial management.
	6-12 months 
	Online learning platforms 
	Increased confidence when interpreting and managing budgets.

	Delegation and leadership 
	Attend leadership workshops and get feedback from supervisors.
	6-12 months 
	Training sessions 
	Reduced workload pressure and improved team motivation.

	Qualification 
	Complete the level 4 business skills for the workplace course. 
	1 year 
	Assignment briefs and scheduled study timetable. 
	Complete the qualification successfully and improve leadership and communication skills.

	Career progression 
	Continue studies and graduate and in the meantime find a part-time job.
	3-4 years 
	Make a scheduled study timetable and daily timetable to get everything done on time. 
	Graduate from university and find a full-time well-paid job. 
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