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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

Mcdonald’s Crew member

	Job
advert 2
Pizza Hut Team member
	Job advert 3
Costa Coffee Barista
	Job advert 4
Starbucks Barista

	1:


Customer service skills





	
Serving customers, taking orders, being friendly and helpful 
	

Greeting customers in a friendly and polite way 
	

Make customers feel comfortable 
	

Make customers feel welcomed and appreciated

	2:


Teamwork



	
Working closely with crew members in a fast-paced environment

	

Supporting teammates during busy times 
	

Work with others to complete orders efficiently 
	

Help out during peak times

	3:


Communication Skills

	
Communicating clearly with customers and team

	

Listening carefully to customers orders 
	

Take customers orders clearly 
	

Speak clearly to take orders
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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:

Food Safety and Hygiene Knowledge





	Understanding how to follow hygiene rules, keep work areas clean.

	Keeping food preparation areas clean and safe.


Follow hygiene procedures.
	Follow food safety protocols.


Safe handling of milk, 
food and equipment.
	Keep coffee machines and services area clean.


Follow hygiene standards. 

	2:

Customer Service Knowledge




	Knowing how to greet customers, take orders, and solve issues.

Providing friendly and welcoming services.



	Understanding customers needs and experience.




Know how to meet customers expectation.
	Know how to solve small customers issues.




Handle transactions accurately.
	Understand Starbucks service standards.




Know how to support customers effectively.

	3:

Product Knowledge
	Learning McDonald’s menu, ingredients and preparation process
Understanding special offers

	Understanding ingredients and allergens 

Know Pizza Hut menu, deals and ingredients
	Know costa coffee drinks, flavours, teas, frappes and seasonal products

Explain differences between drink sizes and recipes 
	Know coffee types and drink recipes

Understand ingredients and options e.g.: milk alternatives  



Self-Assessment and Evidence of Readiness 

To assess my employability skills and readiness for work, I carried out a SWOT analysis. This helped me identify my strengths, weaknesses, opportunities, and threats in relation to customer service and hospitality roles such as barista or food service team member.

Strengths

One of my main strengths is customer service skills. I am friendly, polite, and able to communicate clearly with customers. I understand the importance of making customers feel welcome, which is essential in hospitality roles like Pizza Hut and Starbucks. I also work well in a team, especially in fast-paced environments. I am reliable and willing to help colleagues during busy periods. Additionally, I have good communication skills, which allow me to take orders accurately and listen carefully to customer needs.

Another strength is my awareness of food safety and hygiene. I understand the importance of cleanliness, proper handwashing, and following hygiene rules to keep customers safe. I am also developing product knowledge, such as understanding menus, ingredients, and allergens, which is important for helping customers make informed choices.

Weaknesses

One of my weaknesses is a lack of formal work experience in hospitality. Although I understand the skills needed, I still need more real-life experience dealing with customers and working under pressure. I also need to improve my confidence when handling difficult customers or complaints. Another weakness is limited experience with tills and payment systems, which are commonly used in customer service roles.

Opportunities

There are many opportunities available to help me improve my employability. Entry-level roles such as Pizza Hut Team Member or Costa Coffee Barista provide training, which will help me gain experience and confidence. These jobs also offer opportunities to learn new skills, such as drink preparation, customer interaction, and teamwork. Feedback from supervisors and colleagues can help me improve and develop professionally.

Threats

A possible threat is high competition for hospitality jobs, as many people apply for similar roles. Another threat is balancing work with studies, which could be challenging if not managed well. However, good time management can reduce this risk to happen.

Evidence of Readiness

I can demonstrate readiness for employment through my academic work, where I have met deadlines and worked well in group tasks. I have developed teamwork and communication skills through group projects and class discussions. I have also received positive feedback from teachers and peers about my attitude and reliability. These experiences show that I am motivated, responsible, and ready to enter the workplace.
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 




	Short-Term (3–6 months):
My short-term goal is to secure a part-time or full-time position as a Crew Member or Barista, such as the roles advertised at McDonald’s or Costa Coffee. I want to gain hands-on experience in customer service, teamwork, and working in a fast-paced environment. During this time, I aim to build confidence when interacting with customers, learn workplace routines, and develop strong punctuality and reliability.
	Mid-Term (6 months–2 years):
In the mid-term, my goal is to become a skilled and dependable team member who can take on additional responsibilities. I would like to improve my efficiency, product knowledge, and ability to handle pressure during busy periods. I also aim to progress to a more senior position, such as a trained barista or shift leader, by demonstrating leadership skills and a positive attitude at work.
	Long-Term (2–3 years):
My long-term goal is to use the experience gained in hospitality and customer service to support my future career or education plans. I aim to have strong transferable skills such as communication, teamwork, time management, and problem-solving, which can be applied to other industries or further study.

	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 




	Short-Term:
I need to learn basic customer service skills, food and drink preparation, health and safety standards, and how to work effectively as part of a team. I also need to understand company policies and customer service expectations.
	Mid-Term:
I want to develop advanced communication skills, cash handling, problem-solving, and the ability to manage customer complaints professionally. Learning how to train new staff and work independently will also be important.
	Long-Term:
In the long term, I want to strengthen leadership skills, responsibility, and adaptability. These skills will help me progress in hospitality or move into other employment sectors.

	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 



	Short-Term:
Apply for relevant roles on Indeed, attend interviews, and complete any required training. I will observe experienced colleagues and ask questions to improve my learning.
	Mid-Term:
Take additional training opportunities, accept extra shifts, and request feedback from supervisors to improve performance.
	Long-Term:
Seek promotion opportunities or use my experience to apply for higher-level roles or further education.


Adapted from: http://www.hr.ucdavis.edu/sdps/forms/IDP%20Final%2010.14.11.pdf






	
	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




	I will need time, commitment, transport to work, a stable schedule, and support from managers and colleagues. Online training resources and workplace manuals will also be useful.

	
	

	Section 5 -  Time Schedule 
 
What is my time schedule?  

	I will start immediately after being hired. Short-term goals will be completed within six months, mid-term goals within two years, and long-term goals within three years, reviewing progress regularly.

	
	

	

When will I start? 
 

	After gaining strong experience in customer service and teamwork.

	
	

	

When do I expect to finish?
 

	
Within 2 to 3 years
	
	

	Section 6 - Completion 
 
When have I completed each 
step? 
 

	Short term

□When I will start
      Date : 15/09//25
 
 □When do I expect to finish 
      Date :15/03/26
	Mid-Term
Date :15/03/26


 
      
Date:15/09/27

	Long-term
      Date : 15/09/27
 

      

Date:15/09/28
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