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Task 1 

Job Advert 1 Summary
The first job advert is for a Front Office Receptionist at Sofitel London St James. The role includes welcoming guests, helping with check-in and check-out, answering phone calls and emails, taking payments, and keeping guest information private. The advert asks for good communication, customer service, organisation, attention to detail, and fluent English (Sofitel London St James, 2026).
Job Advert 2 Summary
The second job advert is for a Full-Time Receptionist at Hapimag Resort London. The role includes helping guests during their stay, doing check-in and check-out, taking reservations, answering guest messages, and doing admin tasks. The advert asks for communication skills, customer service, good English, hotel experience, MS Office skills, and knowledge of hotel software (Hapimag Resort London, 2026).
Comparison of Both Job Adverts
Both job adverts ask for good communication skills. This is because receptionists speak to guests every day. They need to answer questions, give clear information, and speak in a polite and professional way.
Both adverts also ask for customer service skills. At Sofitel London St James, the receptionist needs to make guests feel welcome and help them have a special stay. At Hapimag Resort London, the receptionist also needs to support guests during their stay and help with their needs.
Another skill in both adverts is organisation. In the Sofitel advert, the receptionist needs to manage check-in, check-out, payments, and guest information. In the Hapimag advert, the receptionist needs to manage reservations, cash, guest messages, and admin tasks. This shows that a receptionist needs to be organised and careful.
Both adverts also mention computer or hotel system skills. Sofitel says that Opera knowledge is desirable. Hapimag asks for MS Office and hotel software knowledge. This shows that receptionists need basic computer skills to manage bookings and guest information correctly.
Most Important Shared Skill
The most important shared skill is communication. This is important because the receptionist is often the first-person guests meet. Good communication helps guests feel welcomed, respected, and comfortable asking for help. It also helps the receptionist work well with other staff and give better service.


Task 2 
Find a definition of SWOT – RESEARCH and why SWOT is important (research)
SWOT means Strengths, Weaknesses, Opportunities and Threats. It helps a person understand what they are good at, what they need to improve, what opportunities they have, and what problems could affect their goals. SWOT is important because it can help with personal development and career planning (CIPD, 2025).

	Strengths  
 
· I am hard- working and responsible
· I have communication skills
· I can work independently and, in a team,
· I am adaptable and determined
· I speak Spanish and English


 
 
	Weaknesses 

· I sometimes overthink
· I can get stressed when i have many tasks.
· I can feel nervous under pressure
· I can be impatient sometimes
· I need to improve my professional English

	Opportunities 

· I live in London, where there are many job opportunities
· I am studying Business Skills for the Workplace 
· I can apply for receptionist and front office roles
· I can improve my English, IT and admin skills
· I have support from my family
 
 
 
 
 
 
 
 
 
	Threats 

· Other candidates may have direct hotel receptionist experience
· Some hotels may ask for experience with Opera or Hotel systems
· Competition for receptionist jobs can be high
· Interviews may be harder if a do not practise my professional English
· I may feel nervous if the workplace is very busy




Evidence of Readiness 
I believe I am developing the skills needed for a receptionist role. In my self-awareness worksheet, I identified that I am hard-working, responsible, adaptable and determined. These strengths are important because a receptionist needs to be reliable, polite and ready to help guests.
I also have experience in customer service from working as a barista and in hospitality. In these jobs, I had to speak to customers, take orders, answer questions and work under pressure. For example, one time in a coffee shop, many customers arrived at the same time and I was working alone. I felt nervous, but I stayed calm, explained the situation to the customers and tried to complete the orders. This shows that I can manage pressure and still give customer service.
My work experience has also helped me build communication and teamwork skills. I have worked with managers, colleagues and customers in different jobs. I can follow instructions, complete tasks and ask for help when needed. These skills are useful for a receptionist because receptionists need to speak with guests, work with other departments and manage daily tasks.
I also understand that I have areas to improve. I sometimes overthink and I can feel nervous under pressure. I also need to improve my professional English, especially for phone calls, emails and interviews. However, I am willing to practise and learn. This shows self-awareness because I can see my strengths and weaknesses clearly. The National Careers Service explains that receptionists need customer service skills, administration skills, communication skills, attention to detail and computer skills (National Careers Service, 2026).
Overall, I think I am becoming more ready for an entry-level receptionist role. I already have customer service experience, communication skills and a responsible attitude. I still need to improve my confidence, English and computer skills, but I can develop these through practice, training and work experience.




Task 3 
Employability Goals 
My short-term goal is to complete my Certificate HE Business Skills for the Workplace with good marks. This is important because it will help me show that I am improving my employability skills and preparing for work.
My second goal is to improve my professional English, especially for emails, phone calls and interviews. This is important because I want to work as a receptionist, and receptionists need to speak clearly and professionally with guests.
My long-term goal is to get experience in a receptionist or front office role. This is important because it connects with my customer service and hospitality experience. It will also help me build confidence, learn office, skills and grow in my career.








Personal Development Plan 
DEFINITION OF A PERSONAL DEVELOPMENT PLAN and why it is important (research)
Definition of a Personal Development Plan
A Personal Development Plan is a plan that helps a person improve their skills and reach their goals. It includes actions, time frames and ways to measure progress. It is important because it helps me stay focused and understand what I need to do next.


	 
	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?  
 
  
 
 
 
 
	 
 
1. I want to graduate from the CertHE business with good marks.
2. I want to improve my CV for receptionist jobs.
3. I want to practise interview questions in English.
	 
1. I want to apply for receptionist or front office jobs.
2. I want to improve my professional English for emails and phone calls.
3. I want to complete a short online course in customer service or admin.
 
	1. I want  to get stable experience in a receptionist or front office role.
2. I want  to learn more about hotel systems and office work.
3. I want  to grow in my career and become more confident at work.

	Section 2 - Skills and Knowledge to be  
Learned  
 
What specifically do I need to learn? What project do I need to work on?  
  
  
 
 
 
 
	 
1. I need to improve my time management to complete my work on time.
2. I need to practise professional English for interviews.
3. I need to improve my CV for receptionist jobs.
	 
1 I need to learn more about hotel booking systems.
2 I need to improve my email and phone communication.
3 I need to build confidence when speaking with guests.
	 
1 I need to improve my admin and computer skills.
2 I need to learn more about hotel reception procedures.
3 I need to develop stronger customer service skills.

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






 Exact Timing
	1 I will finish my assignments and submit them before the deadline.
2 I will update my CV and cover letter for receptionist jobs.
3 I will practise interview questions in English every week.






3 to 6 months 
	 1 I will apply for receptionist jobs online.
2 I will ask for feedback after interviews
3 I will complete a short online course in customer service or admin.






6 months to 2 years 
	 1 I will continue learning in the workplace.
2 I will ask for training if i get a receptionist role.
3 I will try to take more responsibility when i feel ready.





2 to 3 years
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