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Employability and Career Development Portfolio
[bookmark: _Toc1526312097]1: Task A: Compare Two Jobs Adverts and Identify Key Skills

[bookmark: _Toc1357560631]1.1: Introduction
This section compares two driving – related job positions

· Chauffeur at Vert London
· TIMS transport - Privat Hire 
Both jobs involve transporting passengers' safety and professionally, but they different in the level of service, customer expectations and work environment.

Similarities between the two lobs.
Both positions require excellent driving skills and valid driving licence. Safety is a key responsibility because drivers are responsible for transporting passengers securely and following road regulations. Another important similarity is customer service. Drivers must communicate politely with passengers, assist with luggage when required and create positive travel experience. Reliability and punctuality are also essential because passengers depend on drivers arriving on time.

Both jobs require
· Safe driving skills
· Good communication skills
· Customers service skills
· Time management 
· Knowledge of local routes and navigation systems
· Professional behaviour
Differences Between the Two Jobs
Vert London Chauffeurs
The Vert London Chauffeur role focuses on luxury transport services for business executives, VIP clients and airport transfers. The driver is expected to provide a high level of professionalism, discretion and personal service.

The Chauffeur role may require
· Formal appearance
· Executive customer service
· Greater attention to confidentiality
· Experience with luxury vehicle

TIMS Transport Private Hire
In contract, the Tims Transport Private Hire driver role focuses on everyday passenger transportation with the local community. The emphasis is more on efficiency, availability and safety transportation rather than luxury service.
The private hire role may require
· Flexible working hours
· Managing higher passenger volumes
· Local area knowledge
· Handing a variety of passenger needs

Key Skill for Future Employment
One key skill identified in both job adverts is communication. Effective communication helps drivers understand customer requirements, provide information clearly and resolve the problems professionally. In the future employment, strong communication skills will help drivers to build positive relationships with customers, improve customer satisfaction and maintain a professional image for the company.

[bookmark: _Toc1936894009]1.2: Table 1: Compare Two Jobs Advertised  
	Job Advert
	Key Skills
	Knowledge Areas
	Source

	· Chauffeur Vert- London
	· Excellent driving skills.
· Customer service.
· Communication and punctuality.
· Professionalism and time management
·  VIP clients service.
· Confidentially
· Luxury vehicle and formal service.
	· Road safety regulation, London routes and navigation.
· Vehicle maintenance.
· Client confidentiality.
· Chauffeur service standard.
	· Indeed Job Advert – Vert – London Chauffeur Services (Indeed.com, 2026)

	· TIMS Transport Private – Hire 
	· Safe driving, customer service.
· Reliability and communication 
· Problem solving and flexibility.
· Local passenger transport.
· Community transport and high availability.
	· Private hire regulation.
· GPS and route planning.
· Traffic laws
· Passenger safety
· vehicle inspection.
	· Glassdoor Jobs Advert – Gloucester Private Hire (Glassdoor, 2026)



Source: Authors own
[bookmark: _Toc1451718577] 

[bookmark: _Toc279823652]2: Task B: Self – Assessment and Evidence of Readiness

[bookmark: _Toc2057743763]2.1: SWOT Analysis 
A SWOT analysis is a strategic planning tool that helps businesses assess their strengths, weaknesses, opportunities and threats. It can guide you in overcoming challenges and identifying which new opportunities are worth pursuing.
 (Schooley, 2024)


Strengths
· Communication – Interact respectfully with different people and aid when needed.
· Skill - is important because customer satisfaction depends on positive interaction.
· Reliability – Understand the importance of punctuality and completing responsibilities on time.
· Patient – Also is important when the driver calm under pressure. Driving often involves traffic delays, difficult situations and demanding customers. Remaining calm helps maintain professionalism and safety.

Weaknesses
· Sometimes lack confidence in unfamiliar situations.
· Limited professional driving experience


Opportunities
· Technology such GPS systems and route - planning applications can help driver improve efficiency and performance.
· Training courses in customer service, defensive driving and transport management can also improve employability.
· Qualifications would help the progress into specialised driving roles such as executive chauffeur services.




Threats
· Competition within the transport industry is potential threat because many applicants may possess extensive driving experience.
· Changing in regulations, fuel costs and economic conditions may also affect employment opportunities within transport services.

[bookmark: _Toc1953547532]2.2: Table 2: SWOT Analysis 
	Strengths

	· Communication
· Skill
·  Reliable
·  Patient.

	Weaknesses
	· Lack of confidence
·  Limited professional driving experience.


	Opportunities


	· Technology such GPS systems
·  Training courses
·  Qualification

	Threats
	· Competition
· Changing in regulations


Source: Authors own



[bookmark: _Toc1506033231]2.3 Evidence of Readiness 

The global job market is undergoing a transformative shift, driven by technological innovation, rapid globalisation, and evolving employer expectations. In this environment, employability readiness has emerged as the critical factor determining career success. (Sharif Bajo, 2024)

I am ready to work as a chauffeur because I have over four years of experience as a private hire driver. I have clean UK driving licence, strong communication skills and experience transporting passengers safely including school transport contract. I am reliable, punctual and professional when dealing with customers. I have also developed good problem-solving skills and the ability to remain calm under pressure. These qualities demonstrate that I am prepared for a chauffeur role.
I believe I am developing the skills required for employment through my academic studies and personal experiences.
My university studies have helped me improve communication, research, and organisational skills. Completing assignments requires effective time management and the ability to meet deadlines. These skills are transferable to employment because drivers must organise schedules and arrive punctually.
Working with classmates on projects has improved my teamwork skills. Teamwork is important because drivers often communicate with dispatchers, managers, and customers throughout the working day.
I have also developed problem-solving abilities through academic work. For example, when faced with challenging assignments, I analyse the problem, identify solutions, and complete tasks successfully. In employment, problem-solving can help drivers manage route changes, traffic delays, and customer requests.
Feedback from lecturers and peers has highlighted my positive attitude and willingness to learn. Employers often value employees who are motivated and open to continuous improvement.
Furthermore, I am committed to professional development and understand the importance of maintaining a professional appearance and behaviour. These qualities are especially important in customer-facing positions such as chauffeur and private hire driver roles.
Overall, my combination of communication skills, reliability, willingness to learn, and academic achievements demonstrates my readiness for employment within the transport industry. 
[bookmark: _Toc2058401380]3:Task : Employment Goals and Personal Development Plan
Professional development goals are specific objectives that build an employee's skills and prepare them for the roles they'll grow into next. (Proquest.com, 2026)


[bookmark: _Toc1886762591] 3.1: Short-Term Employment Goals

· My short-term goal is to obtain employment as a professional chauffeur or private hire driver. This role will allow me to gain practical experience, improve my customer service skills, and develop a stronger understanding of the transport industry.

· Another short-term goal is to complete additional training in customer service and advanced driving techniques. These qualifications will improve my employability and help me meet employer expectations.

[bookmark: _Toc1323559605]3.2: Long-Term Employment Goals

· My long-term goal is to progress into a senior chauffeur or transport management position. I would like to develop leadership skills and take on greater responsibilities within a transport organisation.

· I also aim to build a strong professional reputation based on reliability, safety, and excellent customer service.

[bookmark: _Toc936206396]3.3: Timeline 3 to 6 months

 First 3 Month Personal Development Plan
· Update my CV and LinkedIn profile
· Attend interviews
· Improve customer service and communication skills by completing an online training course.
· Learn more about professional chauffeur standards.
· First 3 Month Success Measure
· Attend at least 3 jobs interviews 
· Secure a chauffeur position or progress
· Final interview stage
· Within 6 Months Personal Development Plan
· Gain experience in a professional chauffeur role
· Improve knowledge of VIP customers service
· Route planning
· Luxury vehicle standards
· Request regular feedback from my manager 
· Continue developing my professional skills
· Within 6 Months Success Measure
· Attend at least 3 job interviews 
· Secure a chauffeur position or progress 
· Final  interview stage






[bookmark: _Toc214478478]3.4: Personal Development Plan

A Personal Development Plan, or PDP, is a structured, actionable document designed to guide your personal and professional growth. Think of it as a strategic roadmap that identifies your goals and outlines the specific steps you’ll take to achieve them. (Actionableself.com, 2025)

[bookmark: _Toc1432818509]Table 3.5: Personal Development Plan
	Development Area
	Action
	Timescale
	Resources
	Success Measure

	· Communication Skills
	· Attend customer service training
	· 3 months
	· Online courses
	· Positive customer feedback

	· Professional Driving Experience
	· Apply for driving positions
	· 6 months
	· Job websites
	· Employment secured

	· Route Planning Skills
	· Practice GPS and navigation systems
	· Ongoing
	· Navigation apps
	· Improved journey efficiency

	· Confidence
	· Participate in new challenges and training
	· 6 months
	· Workshops
	· Increased self-confidence

	· Industry Knowledge
	· Research transport regulations
	· Ongoing
	· Governments Websites
	· Better Professional Knowledge                                   


Source: Authors own
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