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Task 1 : Comparison of Team Leader Job Adverts
Comparison of Four Team Leader Job Adverts
The four selected job adverts for Team Leader positions—Gail’s Bakery, Aramark, Metro Pub Co, and Sodexo—highlight similar core competencies while reflecting different operational environments. All adverts emphasise leadership, communication, organisation, and customer service, although they prioritise these skills in different ways. The advert from Gail’s Bakery focuses strongly on personal qualities such as motivation, positivity, and the ability to support and develop the team. It presents leadership as role-modelling and clear communication to achieve high standards of performance (Gail’s Bakery, 2025).
In contrast, the Aramark advert places greater emphasis on operational leadership, including rota planning, stock management, supporting senior managers, and conducting staff training. This role requires previous experience in catering or retail, suggesting a more structured environment where supervisory experience is essential (Indeed, 2025; Study smarter Talent, 2025). Metro Pub Co also highlights practical leadership but in a fast-paced hospitality setting. Their advert stresses the need to coordinate busy shifts, address customer issues quickly, and maintain high service and safety standards. Leadership here is presented as hands-on and adaptable, with an expectation of strong attention to detail (Glassdoor, 2025).
Similarly, Sodexo positions leadership within an events-based hospitality context. The advert highlights responsibilities such as leading team briefings, supervising service delivery, ensuring high standards of presentation, and managing event setups. Effective communication and professionalism are key expectations, along with experience in hospitality and customer service (Sodexo Careers, 2025).
Across all four adverts, communication, teamwork, and customer service excellence emerge as recurring themes. However, Gail’s Bakery prioritises personal attributes and team motivation, whereas Aramark, Metro Pub Co, and Sodexo emphasise operational responsibilities and supervisory experience. These differences reflect the varying organisational structures and service demands across the hospitality sector.

Task 2 – Self-Assessment 

Assessment & Reflection (SWOT + Gibbs’ Cycle)
A SWOT analysis is a structured self-assessment tool used to evaluate an individual’s Strengths, Weaknesses, Opportunities, and Threats (Gürel & Tat, 2017). It supports learners in identifying their current abilities, recognising development needs, and planning future improvement. Completing this activity helped me understand my personal skill set and how it relates to my employability goals.

Strengths:
Through this module, I identified several strengths. I am a hard-working and reliable person who always tries to complete tasks to a high standard. My work experience as a team member and hot chef helped me develop empathy, a positive attitude, and the ability to remain calm during busy periods. I am also a fast learner who adapts quickly to new environments.

Weaknesses:
However, I recognise important weaknesses. I often overthink, which slows down decision-making. I also lack confidence when speaking English in academic settings. My IT skills need improvement, particularly in using Word, Excel, and online research tools. Additionally, I have limited leadership experience.

Opportunities:
The university environment provides many opportunities to improve. Through this module, I learned how to search for jobs, write a CV and cover letter, and assess my personal strengths. Workshops, online resources, and group projects will also allow me to build confidence, leadership, and IT skills.

Threats:
The main challenges I may face include competition in the job market and employers’ expectations for strong IT and leadership abilities. My lack of confidence could affect my performance in interviews or presentations. If I do not improve these areas, my career progress may be limited, making a Personal Development Plan essential for overcoming these threats.


During the eight weeks of studying Employability Skills at university, I experienced significant personal and academic development. Using Gibbs’ Reflective Cycle (Gibbs, 1988), this reflection explores what happened, how I felt, what I learned, and how I plan to continue improving my skills.

Description
Throughout the module, I learned essential employability techniques such as how to search for suitable job roles, how to write a CV, and how to produce a professional cover letter. I also completed a self-assessment activity and identified my strengths and weaknesses. These tasks helped me understand what employers look for and how I can present myself effectively in the job market.

Feelings
At the beginning of the module, I felt uncertain about my skills, especially IT skills and leadership. I also lacked confidence when completing academic tasks in English. However, as the weeks progressed, I became more comfortable participating in lessons, working with classmates, and applying the knowledge I gained. I felt proud that I was able to complete activities that I had previously found difficult, such as writing a cover letter and reflecting on my personal skills.

Evaluation
There were many positive aspects to this module. I enjoyed the practical nature of the classes and found the job-related content very useful. Learning how to create a CV and cover letter was especially valuable, as I can now use these documents when applying for real jobs. The only challenges I faced were related to my limited IT skills and moments of overthinking when working on new tasks. However, these difficulties helped me understand what I need to improve.

Analysis
This learning experience made me realise that I have strong personal qualities, including hard work, reliability, empathy, and a positive attitude. These strengths are important for future employment, especially in leadership or customer-facing roles (Cottrell, 2015). Through group activities, I also recognised that I am a fast learner and able to adapt well. However, I became more aware of my weaknesses, particularly lack of confidence and limited leadership experience. Identifying these weaknesses helped me understand how they may affect my future career and why development is important (University of Leeds, 2023).

Conclusion
Overall, the module helped me gain clarity about my personal abilities and future goals. I learned that although I still need to improve my IT skills and confidence, I also have many strengths that will support my career progression.

Action Plan
To improve my IT skills, I plan to complete additional online training, such as basic Excel and Word courses. To develop leadership, I will seek opportunities to take more responsibility during group work and in my part-time job. I also plan to follow my Personal Development Plan, which includes setting realistic goals, practising self-reflection, and reviewing my progress regularly.

TASK 3 – Employment Goals and Personal Development Plan (PDP)

Developing clear employment goals is essential for building a successful career. My long-term career aspiration is to work in an office-based role, potentially within Human Resources, as this field requires strong communication, organisational skills and the ability to support others in a professional environment. According to Cottrell (2015), setting goals helps learners understand the skills required for future employment and provides direction for personal development. This module has helped me identify the skills I already have, as well as the gaps I need to address to achieve my career ambitions.

A key part of reaching my employment goal is recognising my current skills gap. Through class activities and self-reflection, I realised that I need to improve my IT skills, particularly in programmes such as Word and Excel, which are essential in any office role. I also need to develop my leadership abilities, which will support my future progression into supervisory or HR roles. Another important area for development is confidence, especially when speaking in English during lessons or professional communication. These areas align with employer expectations, as many job adverts highlight IT proficiency, leadership potential, and strong communication as essential qualities (Indeed, 2025).

To address these gaps, I created a Personal Development Plan (PDP). One of my strategies is to speak more in class to build confidence and reduce anxiety when expressing ideas in English. Research shows that active participation increases self-confidence and improves communication skills (University of Leeds, 2023). I also plan to complete several online courses, including IT, English language improvement, and basic leadership courses. These will help me strengthen the technical and interpersonal skills required for office or HR positions. By improving these skills, I will increase my employability and be better prepared for professional responsibilities.

My short-term goal (1–3 months) is to complete an IT skills course, focusing on spreadsheets, documents, and digital literacy. This will help me feel more confident using technology during academic work and future employment tasks. My long-term goal (6–12 months) is to gain an office job, ideally in HR or administration. By achieving this, I will be able to apply the skills I am developing and continue to grow in a professional environment.

Overall, creating a PDP has helped me understand how to move from my current situation toward my future career. It provides a clear action plan, ensures accountability, and supports my continuous improvement. With consistent effort and reflection, I am confident that I will achieve my employment goals.

PERSONAL DEVELOPMENT PLAN (PDP)
	Goal	
	Actions
	Resources
	Timeline
	Success Indicator

	Improve IT skills
	Complete online IT course (Word, Excel)
	Online platforms (Coursera, YouTube, Google Workspace)
	1–3 months
	Certificate obtained, improved performance in tasks


	Build confidence
	Speak more during classes
	Tutor support, class participation
	Ongoing
	Increased participation, reduced anxiety

	Develop leadership skills
	Take leadership mini-course
	Online leadership training
	3–6 months
	Ability to lead small tasks in group work

	Achieve office/HR employment
	Apply for entry-level roles, update CV & cover letter
	University career service,LinkedIn 
	6-12 months
	Securing an office-based job
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