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Note down the key skills required for each of the four roles and identify points of similarity. 

	Skills
	Job advert 1

	Job advert 2
	Job advert 3
	Job advert 4

	1:

IT Skill





	Workplace Services Coordinator
Osborne Clarke Llp
High IT proficiency in Microsoft applications and scanning.

	Workplace Manager
Omni RMS
Coordinate workplace activities including space planning, moves and changes, rotas, reporting, and budgeting.


	Mail & Porterage Supervisor

ISS Facility Services

Track and manage contract costs, providing clear and timely reporting as required.


	Workplace Manager

CBRE
Manage trackers and present to client at weekly meetings


	2:

Attention to Detail





	Outgoing Post Processing: Manage outgoing post via Royal Mail and couriers.

	Build strong relationships with suppliers and vendors, managing SLAs, performance, and contract delivery
	Ensure all supplier services meet contractual timescales, service requirements, and quality standards.

	Manage project documents that promote issue-based problem solving and business impact to demonstrate clear value and purpose for change


	3:

Communication Skills





	Query Response: Address requests and queries per SLAs, including mail investigations and original requests.

	Promote a positive, customer-focused environment for employees, visitors, and partners.

	Build and maintain strong working relationships with ISS building users, customers, and internal teams.

	Ability to comprehend and interpret instructions, short correspondence, and memos, and task clarifying questions to ensure understanding
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Note down the key knowledge required for each of the four roles and identify points of similarity.  
 
	Knowledge
	Job advert 1

	Job advert 2
	Job advert 3
	Job advert 4

	1:


Compliance and Policies




	Delivery of internal audits, to include cleaning audits and daily floor and health & safety audits

	Solid understanding of health & safety, compliance, audits, and workplace standards.

	Committed to promoting a safe, compliant, and professional working environment
	 Ensure the provision of healthy and safe working conditions which comply to both ELC and CBRE’s H&S policy


	2:

Applications:
Word, Excel, Outlook, PowerPoint




	Perform admin tasks related to all areas and handle mailbox queries.

	Highly organised, with strong planning skills across scheduling, reporting, budgeting, and workplace coordination
	Excellent organisational skills with attention to detail
	Comfortable with and embracing of new technologies and digital tools

	3:


Operational Management




	Support day-to-day operations, management, and ad-hoc tasks of Workplace Services.

	Proven experience in operational workplace management within a similar environment
	Strong experience in supervisory or operational management roles within facilities services.

	Complete tasks assigned within agreed time frames





SWOTT ANALYSIS 

SWOTT  analysis  is a strategic planning tool used to evaluate business or a person, strengths, weakness, opportunities, and threats. It is a tool use for examining internal and external that may impact the success or failure of a person or business.
Knowing and analysing these factors, a SWOTT tool can help a person or organizations to develop strategies a to capitalize on strengths and opportunities while minimizing weaknesses and threats (The Strategy Story, 2023).



	Strengths
· Attention to details
· Interpersonal Management
· Communication skill
· Leadership Skill
· Team player
· Presentations
· Ability to work under pressure 
· Proactive 
· Empathy
· Adaptability 


	Weakness
· Slow in typing
· In depth use of Excel Spread sheet for finance -invoicing breakdown.
· Organization skill



  
	Opportunities
· Education
· Promotion
· Better Salary 



	Threats 
· Fear on unknown
· Competition 
· Higher expectations from management   






Evidence of Readiness
In the business world, portfolio evidence acts as a perfect reflection of an individual’s capabilities, offering hiring managers a clear proof of their readiness for the job market. This evidence enhances credibility and can significantly impact hiring decisions by showcasing practical experience, knowledge, and skills valuable to the organisation ( Skillmaker, 2025)

Professional Achievements:
· I have successfully completed The Level Four CERTHE Business Skills for the workplace at UWTSD.
· Successfully supervised mailroom operations at M&M investments, ensuring 100% compliance with SLA.
· Helped with implementation of digital mail project at M&G Investment that improved efficiency and business corresponding easily accessible and I was awarded with Star Award.

Skills Demonstrated:
· Strong team working, leadership skill and facilities management.
· Proficiency in Microsoft Office, iTrak, DHL portal, Royal Mail OBA-Click& Drop and UBook system, showing readiness to handle operational technical challenges.
Recognition and Impact:
· Received Client Valued Award from SPS Global for role I played in implementing UBook system at Marks and Spencer Head Office.
· I was awarded star award for help with digital mail implementation at M&G Investment.


Personal Development Plan
	
	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 




	· Aspiring to becoming a Client Service Manager at SPS Global. 

	· Completing my BA Leadership and Management Skills for the Workplace at UWTSD.
· Becoming Key Account Manager to Manage multiple SPS Global  Account.
· Write Business proposals SPS Global and M&G Investment.
	· To fulfil my gaol in earning my degree at UWTSD.
· Establish myself as Key Account Manager  

	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 




	· Improve leadership and management skills.
· Practice writing business proposals Business proposals SPS Global and M&G.
· Strengthen time management and prioritization skills.

	· Develop advanced client relationship.

· Gain deeper knowledge of financial and market analysis.

· Improved  presentation and communication skills for professional settings.
	· Master strategic account management skills.

· Build expertise in leading large projects and teams.

· Continue professional development through industry training and certifications.

	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 



	.

· Seek mentorship and feedback from SPS Global managers.

· Use university resources to improve academic writing and proposal drafting
	
· Apply classroom learning directly to SPS Global client service tasks.

· Present proposals and projects to management for evaluation.
	
· Mentor junior colleagues in client service and account management.

· Continue building a professional network in leadership and management fields.





	
	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




	
· University resources (lectures, library, online journals).

· Guidance and mentorship from SPS Global colleagues.
	
· Access to professional workshops and seminars.

· Feedback and evaluation from SPS Global management.
	· Industry certifications and training opportunities.


· Networking opportunities through conferences and professional associations.

	Section 5 -  Time Schedule 
 
What is my time schedule?  

	Short-Term (3–6 months)

 
	Mid-Term (6 months–2 years)

	Long-Term (2–3 years)

	

When will I start? 
 

	Starting  December 2025 
	Continue studies and secure

	Establish myself as Key Account Manager 

	

When do I expect to finish?
 

	June 2026
	December 2027
	December 2028

	Section 6 - Completion 
 
When have I completed each 
step? 
 

	□_June 2026_________
      Date 
 
 □__________
      Date 
 
 □__________
      Date

	□___December 2027_______
      Date 
 
 □__________
      Date 
 
 □__________
      Date

	□___December 2028_______
      Date 
 
 □__________
      Date 
 
 □__________
      Date
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