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Task 1 – Comparison job adverts 
After analysing two UK job adverts for Hotel Cleaning Supervisor and Vending Supervisor roles, it is clear that both positions require similar skills and responsibilities. Although the work settings are different, both jobs focus on supervision, team coordination and maintaining high standards. These adverts show what employers expect from candidates who want to work in supervisory positions.
1. Leadership and team supervision
Both adverts show that leadership is one of the most important skills for a supervisor. In the Hotel Cleaning Supervisor role, the employee must supervise and support the housekeeping team, allocate tasks, train staff and make sure service standards are met. In the Vending Supervisor role, the employee is also expected to supervise a team, organise daily duties and ensure operations run efficiently. This shows that supervisors must be able to guide employees, monitor performance and maintain a productive working environment. Leadership is important because it helps the team work effectively and achieve daily targets.
2. Organisation and task management
Another skill mentioned in both adverts is organisation. The Hotel Cleaning Supervisor must plan daily work, manage cleaning schedules, complete rotas and paperwork, and control resources such as stock and equipment. Similarly, the Vending Supervisor must organise daily tasks, maintain records, monitor machine performance and track faults. This demonstrates that supervisors need strong organisational skills in order to manage several responsibilities at the same time. Good organisation is essential because it helps operations run smoothly and reduces delays or mistakes in the workplace.
3. Health and safety awareness
Both adverts also highlight the importance of health and safety knowledge. The Hotel Cleaning Supervisor role refers to safe working practices and COSHH, while the Vending Supervisor role includes food safety, compliance records and health and safety standards. This means that supervisors must understand regulations and make sure staff follow them correctly. Health and safety awareness is important because it protects employees, customers and the organisation, while also helping the business maintain professional standards and reduce risks.


4. Communication
One of the most important shared skills in both adverts is communication. Supervisors need to communicate clearly with staff, explain tasks, solve problems and make sure standards are understood. Good communication also helps when responding to issues quickly and supporting team members in busy situations. This skill is especially important in supervisory roles because it improves teamwork, reduces misunderstandings and creates a more efficient working environment.
Overall, both job adverts show that supervisory roles require leadership, organisation, health and safety awareness, and strong communication skills. Even though the jobs are in different sectors, the main expectations of a supervisor remain very similar.
Task 2 – Self-assessment and evidence of readiness
This task uses a SWOT analysis to help me understand how ready I am for a supervisory role. SWOT analysis is a useful reflective tool because it helps individuals evaluate their strengths, weaknesses, opportunities and threats in relation to their personal and professional development. Personal development planning also encourages learners to reflect on their performance and identify areas for further improvement (QAA, 2011; QAA, 2023)
Self-assessment
· Strengths
One of my main strengths is my practical experience in a supervisory role. I currently work as a Cleaning Supervisor, which has helped me develop important workplace skills such as leadership, organisation, teamwork and responsibility. In my role, I support staff, allocate tasks, monitor standards and make sure work is completed on time. This experience has given me confidence in working with others and managing daily operations in a busy environment.
Another important strength is my communication skills. In supervisory work, it is essential to communicate clearly with team members and make sure everyone understands what is expected. I have developed this skill through giving instructions, supporting colleagues and dealing with clients’ requests in a professional way. I am also able to remain polite and calm when problems happen, which helps me maintain a positive working atmosphere.
In addition, I consider myself organised and dependable. I understand the importance of time management, meeting deadlines and maintaining good standards of work. I pay attention to detail, and I am committed to ensuring that tasks are completed correctly. I am also a fast learner, and I am willing to take on new responsibilities, which is important for career progression in supervisory roles.

· Weaknesses
Although I already have relevant experience, I am aware that I still have some weaknesses that I need to improve. One of them is that I would like to develop more confidence in my professional English, especially in formal situations such as interviews, written reports and more advanced workplace communication. While I can communicate effectively in daily work, I know that improving this area would help me perform even better in future supervisory or management roles.
Another weakness is that my experience has mainly been in the cleaning industry, so I still need broader exposure to other supervisory environments. For example, although many supervisory skills are transferable, different industries may require additional technical knowledge, systems or procedures. This means I still need to continue learning and adapting to become more flexible and competitive in the job market.
I also believe that I need to strengthen my confidence in more formal administrative tasks such as detailed reporting, advanced record keeping and other business-related responsibilities. These are important in many supervisor jobs, so improving these areas would support my professional development.

· Opportunities
There are many opportunities that can help me improve my skills and become more employable in the future. First, my current role provides valuable hands-on experience in supervision. Every day at work gives me more practice in leading staff, solving problems, maintaining quality and meeting client expectations. This experience is a strong opportunity because it allows me to build practical knowledge while already working in a real professional environment.
Another opportunity is the availability of training courses and certifications. For example, I could complete additional courses in health and safety, leadership, customer service, teamwork or workplace communication. These qualifications would improve my CV and make me a stronger candidate for future supervisory roles in different sectors. In higher education, employability is understood as developing the knowledge, skills, experiences, behaviours and attributes that help students make successful transitions into work and future career pathways (Advance HE, 2020; Advance HE, 2024).
I also could learn from experience and feedback. By working closely with colleagues, managers and clients, I can continue developing my confidence, communication and decision-making skills. In addition, applying for roles like the job adverts I analysed, such as Hotel Cleaning Supervisor or Vending Supervisor, would give me the chance to broaden my experience and grow professionally.
· Threats
There are also some threats that could affect my career development. One possible threat is the high level of competition for supervisory jobs. Many candidates may already have experience in specific industries or hold extra qualifications, which can make it more difficult to stand out. Because of this, I need to continue improving my skills and experience in order to remain competitive.
Another threat is that workplace expectations are increasing. Employers often look for candidates who can use digital systems, complete paperwork accurately, manage health and safety requirements and communicate confidently. If I do not continue developing these skills, I may find it harder to progress into higher-level supervisory positions.
A further challenge may be adapting to new environments and responsibilities. Supervisory roles can be demanding and fast-paced, and different workplaces may have different standards and expectations. However, I believe that with continued learning and practical experience, these threats can be managed successfully.

· Evidence of Readiness
I believe I already have strong evidence of readiness for a supervisory role. My current work as a Cleaning Supervisor demonstrates that I can lead a team, organise tasks, maintain standards and work responsibly in a busy environment. I already understand the importance of teamwork, communication, time management and customer satisfaction, which are all essential skills in supervisory positions.
In addition, my work experience shows that I am able to deal with pressure, solve problems and adapt to changing situations. I have experience supporting operations, meeting deadlines and ensuring that tasks are completed to a high standard. These are important indicators that I am prepared for further responsibility.
My readiness is also shown through my willingness to learn and improve. I am aware of my weaknesses, but I am also motivated to work on them through experience, feedback and further development. This reflects the purpose of personal development planning, which is to support learners in reflecting on their achievements, recognising development needs and planning for future progress (QAA, 2011; QAA, 2023)
Overall, my SWOT analysis shows that I already have a good foundation for a supervisory career. With my current experience, transferable skills and commitment to self-development, I am becoming increasingly ready for future supervisory opportunities.

Task 3 – Employment Goals & Personal Development Plan
Personal Development Plan
This personal development plan has been created to address the weaknesses identified in my SWOT analysis and to support my future employability. Personal development planning is a structured process that helps learners reflect on their performance, identify development needs and plan actions for their academic, personal and professional growth. It is also closely linked to employability, as students need to develop the knowledge, skills and experience required for future career success.
	
	Short-Term Time Frame 

What do I want to 
accomplish in the next 
three to six months?

	Mid-Term Time Frame 

What do I want to 
accomplish in the next 
six months to two years? 
	Long-Term Time Frame 

What do I want to 
accomplish in the next 
two to three years? 

	Section 1 - My Goals  
 
What are my overall goals that I want to accomplish in this time period? 

 

Example: become a Student Affairs Officer; learn computer graphics 




	
Improve my professional English communication, especially for workplace reports, instructions and interviews. I also want to strengthen my confidence in administrative tasks and health and safety procedures relevant to supervisory roles.
	
Gain broader supervisory experience by taking on more responsibility at work, such as team coordination, quality checks, paperwork and staff support. I also want to complete relevant training courses to improve my employability.
	Progress into a higher-level supervisory or team leader role in a professional environment such as hospitality, facilities, customer service or operations, where I can use my leadership, organisation and communication skills more fully

	Section 2 - Skills and Knowledge to be 
Learned 

What specifically do I need to learn? What project do I need to work on? 
 
 

Example: Student advising; 
Banner; Dreamweaver; develop a procedures manual 




	Professional English for the workplace; report writing; confident verbal communication; health and safety awareness; accurate record keeping
	Leadership skills; conflict resolution; staff motivation; quality control; digital systems for logs, rota planning and reports; broader knowledge of supervisory procedures.
	Advanced supervisory and people-management skills; decision-making; performance monitoring; problem solving; stronger industry knowledge across different work settings.

	Section 3 - Next Steps
 
How am I going to acquire the skills and knowledge? How am I going to do this project? 
 
 

Example: take Dreamweaver class; do an 
informational interview; set up a project outline 



	Attend an English support course or practise professional English weekly; improve my report writing by practising workplace-style documents; ask for feedback from my manager; review health and safety procedures regularly.
	Take part in training courses related to supervision, communication, leadership and health and safety; ask for more responsibility at work; shadow experienced supervisors or managers; practise using digital systems and administrative tools.
	Apply for more senior supervisory roles; continue professional development through short courses; build a stronger CV with evidence of leadership, responsibility and achievement; seek mentoring from experienced professionals.



	
	Short-Term Time Frame 

What do I want to 
accomplish in the next 
three to six months?

	Mid-Term Time Frame 

What do I want to 
accomplish in the next 
six months to two years? 
	Long-Term Time Frame 

What do I want to 
accomplish in the next 
two to three years? 

	Section 4 - Resources
 

What resources do I need? 
 
 
Example: free time; funding




	Online learning materials, manager feedback, workplace experience, time each week for study and practice.
	Training courses, supervisor support, free online certificates, workplace opportunities, laptop and internet access.
	Further professional training, updated CV, job applications, networking, careers support and continued practical work experience.

	Section 5 -  Time Schedule 
 
What is my time schedule?  

	5 – 6 months 
	 1 year and half 
	1 year 

	

When will I start? 
 

	May 2026
	October 2026
	April 2028

	

When do I expect to finish?
 

	October 2026
	April 2028
	April 2029

	Section 6 - Completion 
 
When have I completed each 
step? 
 

	Completed when I can write clearer reports, communicate more confidently in English and show improvement in workplace documentation and instructions.
	Completed when I have finished at least one or two relevant training courses and gained more supervisory responsibility at work.
	Completed when I successfully move into a stronger supervisory or team leader role and can demonstrate greater confidence, responsibility and leadership.
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