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Task A: Select Job Adverts and Identify Key Skills

I looked at two job roles that match my aim of becoming a Manager. The first is Department Manager from Reed.co.uk (2026), and the second is Operations Team Leader from Totaljobs.com (2026).

From reading both adverts, the main skills and knowledge needed are:

• Leading and motivating a team

• Good communication with staff and customers

• Organising work and managing stock

• Solving problems quickly

• Following health and safety rules

• Being reliable and able to work under pressure

Common Skills
Both jobs ask for the same main skills:

1. Communication – to explain tasks clearly and listen to others.

2. Teamwork and Leadership – to help the group reach targets.

3. Organisation – to plan work and use time well.

4. Problem Solving – to fix issues as they happen.

As Cottrell (2021) explains, these are transferable skills that employers always look for because they help you do well in any job.

Using a Key Skill
One skill I will use is communication. In a management role, I will use it to give clear instructions to the team, deal with customer complaints calmly, and update my manager on progress. Good communication stops mistakes, helps everyone understand what is needed, and makes the workplace run smoothly (Robinson, 2022).
Task B: Self-Assessment

SWOT Analysis

I have used a SWOT analysis to look at where I am now and what I need to improve. This is a simple way to check your own skills and situation (Cottrell, 2021).

Strengths

• Reliable and organised: I always hand in college work on time and arrive early for work. My tutors say my work is clear and well planned.

• Good communication: I speak clearly in class and write notes that are easy to understand. I also help new colleagues learn their tasks.

• Willing to learn: I pay attention in lessons and try to use what I learn in real life.

• Customer service: I have experience helping customers, answering questions, and keeping a friendly attitude.

Weaknesses

• No formal management experience: I have helped with small tasks but have not been in charge of a whole team.

• Slow decision making: When something unexpected happens, I sometimes take too long to decide what to do.

• Limited IT knowledge: I know basic computer skills but not the special software used for stock or staff records.

Opportunities

• My college course teaches me about business and leadership.

• I can ask my current employer to let me take on more responsibility.

• There are free online courses to learn new skills.

Threats

• Management jobs are popular, so there is strong competition.

• More workplaces now use digital systems, so I need to keep up with changes.

Evidence of Readiness

I am ready to move forward. At college, I am learning how businesses work and how to plan my work. In my current job, I have been trusted to open and close the store, handle payments, and train new staff. Harvey (2020) says that showing you are responsible and trustworthy is just as important as qualifications. My manager has said I work well without needing constant checking. This shows I have a good base to build on.
Task C: Employment Goals and Personal Development Plan

Employment Goals

From looking at my weaknesses, I have set clear goals:

Short-Term Goals (0–12 months)

• Get more experience leading small parts of the job.

• Learn how to use management software.

• Become quicker at making decisions.

Long-Term Goals (1–3 years)

• Get a Team Leader or Assistant Manager job.

• Work my way up to full Department Manager.

• Learn how to manage budgets and staff performance.

These goals are important because they fix the gaps I have and match what employers want. They help me stay focused on my career plan.

Personal Development Plan
Action I will take Timeframe What I need How I will check progress 
Ask my boss to let me lead shifts Within 1 month Support from my employer Feedback from my manager; doing tasks correctly 
Do a free online course in basic management Within 3 months Internet access Certificate from the course; using what I learn at work 
Make more decisions on my own during work Ongoing Advice from tutors and workmates Fewer mistakes; less need to ask for help 
Learn how to use stock and staff systems Within 6 months Training from work or online guides Being able to use the systems without help 

As Gravells (2022) says, plans work best when they are clear and have a time limit. This plan will help me improve and get ready for my future role.
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