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[bookmark: _Toc224924460]Task 1: Comparison of Job Adverts
[bookmark: _Toc224924461]Selected Job Adverts
Two job adverts have been analysed to appreciate the major skills that would be needed to pursue a career in the hospitality and service industry. The first advert is for a Receptionist job at ApartHotel Birmingham, and the second advert is for a Cleaner job at a cleaning services company in London. The two positions also demand that the employees deal with customers, act professionally and facilitate seamless day-to-day operations within a service environment.
[bookmark: _Toc224924462]Key Skills and Knowledge Required
Communication skills, customer service, problem-solving, organisational ability and teamwork are just a few key skills that are advertised by the receptionist job advert. Receptionists also attend to the guests, make bookings, pick up the phone, and solve customer inquiries (Asogwa, Offiong and Osuoha, 2025). Thus, it is very important to express oneself well and think about the professional approach.
Equally, relevant skills to be highlighted in the cleaner job advert are reliability, time management, attention to detail, safe use of cleaning tools, and communication skills (Du Toit, 2025). The cleaners are expected to accomplish work fast and at high hygiene standards, and show respect to the property and privacy of customers.
In spite of the fact that the two roles are not identical, some of the common skills are present in both adverts. These are communication skills, reliability, time management, professionalism and customer-oriented behaviour. The roles also demand that employees promote the organisation in the best way possible and offer quality service to the customers.
[bookmark: _Toc224924463]Importance of Communication Skills
Some of the common skills identified include communication skills, which are noteworthy in the hospitality and service industry. Qualitative communication enables the employees to perceive the needs of customers, convey correct information, and solve issues promptly (Mata et al., 2021). As an example, receptionists have to respond to guests in connection to bookings, services and inquiries, whereas the cleaners might have to report to bosses or explain the needs of clients.
Effective communication is also one of the factors behind team spirit and efficiency at the workplace (Meneses-La-Riva et al., 2025). Effective communicating employees are able to organise their activities, prevent the emergence of misunderstandings and stay in good relationships with customers. In industries where customer satisfaction is needed, such as the service ones, communication skills are needed to make sure that the guests feel welcomed, respected, and supported.
Communication and skills are thus one of the core competencies in most hospitality and service occupations and substantially contribute to a high-quality customer experience provision.
[bookmark: _Toc224924464]Task 2: Self-Assessment and Employability Readiness
[bookmark: _Toc224924465]Self-Assessment Using SWOT Analysis
Self-assessment is also a good instrument that will enable individuals to know their strengths and the areas they need improvement in order to build their career successfully. SWOT analysis is one of the most commonly popular frameworks since it assesses strengths, weaknesses, opportunities, and threats (Abujaber et al., 2023). Using this model, one will have a better idea of his or her employability skills and areas of personal development.
[bookmark: _Toc224924466]Strengths
Practical work experience in the hospitality and cleaning industry is one of the strengths. Working experience in housekeeping positions has contributed to acquiring such skills as attention to detail, organisation, and the ability to keep the standards of high cleanliness (Kalgi and Hire, 2024). Such capabilities are needed in service settings where services provided must be of good quality and be consistent.
Reliability and hard working are other strengths. Accomplishing cleaning duties within the time and showing professional behaviour is a show of responsibility and commitment. The aspect of reliability is important to employers as it ensures that day-to-day activities can be carried out seamlessly and that customers will always be satisfied.
Also, the strength of the customer service skills is good. Human resources in a business like a hotel have to work with people who are their clients and attend to them in a professional manner. Being cordial, polite, and helpful will help create a positive experience for the customer and a strong reputation for the organisation.
[bookmark: _Toc224924467]Weaknesses
Although the company has these strengths, not every aspect can be improved. Limited English language proficiency, especially in professional or formal communication, is one of the weaknesses. Although one can communicate at the bare minimum, skills of the English language would enhance confidence in dealing with people and work colleagues.
Lack of experience in front-of-house work, like reception, is also a weakness. Although the housekeeping experience has equipped me with high operational skills, a receptionist demands other skills such as booking, answering phones, and handling other customer enquiries.
The abilities that would be developed would enhance employability and pave career opportunities in the hospitality industry.
[bookmark: _Toc224924468]Opportunities
Career development can be supported by a number of opportunities. As an illustration, the process of enhancing English communication can be conducted through the training programmes and language courses (Xiuwen and Razali, 2021). Numerous learning institutions and community-based organisations offer programs that are aimed at improving workplace communication.
Career advancement in the hospitality industry is also another opportunity. Those employees who show commitment and high performance would be promoted to new positions like reception, supervisors or administration. This transition can be assisted by means of gaining more experience and training.
Moreover, Internet-based learning and professional development workshops will allow mastering new customer service, communication skills and hospitality management skills.
[bookmark: _Toc224924469]Threats
A threat that has the potential is that there is a high rate of competition within the market of hospitality and service jobs. There can be a high number of applicants for the same position, and employers can select those who have better skills in communicating in English or those who possess extra qualifications (Albassam, 2023). The growing adoption of hospitality workplace technology, i.e. digital bookings and customer management, is another potential threat. Other employees who are not very technical could have less absorption of these systems. Besides this, customer expectations also change and may put a strain on providing faster and better services. Failure by employees to upgrade their skills and knowledge on a constant basis may lead to an inability to be competitive and advance their careers.
[bookmark: _Toc224924470]Evidence of Readiness for Employability
Work experience, transferable skills, and individual commitment to develop professionally can be used to prove cases of employability readiness.
Practical information about the hospitality operations is available through previous work experience in housekeeping jobs within hotels. These are jobs involving responsibility, time management, and detail, which will be much-needed transfer abilities to most occupations dealing with services. Romsbotn, Eftedal and Vaag (2022) state that physical jobs like cleaning also cause resilience, discipline, and efficiency in work when faced with pressure. The other instance of employability readiness is the behaviour to work independently and adhere to the organisational processes. Cleaning jobs demand workers to accomplish tasks without supervision constantly, and at the same time, the company standards are upheld.
Besides, being ready to study and acquire new skills is a sign of career growth motivation. As an example, the active acquisition of knowledge of the English language and work in customer service areas would broaden professional opportunities.
In general, the experience gained during work, transferable skills, and the willingness to improve personally reveal the preparedness to work and a good basis for further professional growth.
[bookmark: _Toc224924471]Task 3: Employment Goals and Personal Development Plan
[bookmark: _Toc224924472]Employment Goals
Judging on the weaknesses outlined in the SWOT analysis, it will be possible to set a number of short- and long-term career objectives.
One of the short-term objectives is to reduce the lack of competence in English communication to communicate better with customers and peers. It is a significant goal since communication is a key element in customer service jobs and is an indispensable part of ensuring effective performance in the hospitality setting.
The other immediate objective will be to have practice in the front-of-house or receptionist jobs. This would enable the acquisition of new skills such as the use of the telephone, booking management and customer support.
One of the long-term objectives is to advance in the hospitality field and ultimately to a position of supervisor or administration. This would be accomplished and mean more responsibility, career stability and career development.
[bookmark: _Toc224924473]Personal Development Plan
A professional personal development plan is needed in order to accomplish these purposes. To begin with, taking an English language course will contribute to the enhancement of communication skills and confidence in space establishments at the workplace. The improvement may be estimated by the development of better speaking and the comments of the teachers.
Second, we will acquire front-of-house skills by gaining early experience working as an entry-level receptionist or customer service worker. The employability will be improved with learning how to use booking systems and respond to customer enquiries.
Last but not least, the addition of participation in professional training workshops regarding hospitality and customer service will also enhance the appropriate skills. Self-reflection and supervisor feedback will assist with tracking the progress and making sure that it is improved constantly.
These objectives will become a success in the long-term career in the hospitality industry through hard work and mastering the skills.
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