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Task 1: Analysis of Four Job Adverts
This section compares four job adverts. The aim is to identify the key skills and knowledge required for each role.

	Skills
	Job advert 1

	Job advert 2
	Job advert 3
	Job advert 4

	



	Kitchen Assistant – SEN School, Gravesend
	Aldi – Store Assistant, Maidstone
	Warehouse Operative, Rochester

	Deichmann – Sales Assistant, Maidstone

	1.
Teamwork & following instructions


	Take instructions from the kitchen lead while also showing initiative.

	Stocking & shelf presentation.
Teamwork and communication.
	Organisation & time management and ability to work in a fast-paced environment.
	Stocking shelf, presentation.
Till operation & cash handling.


	2.
Excellent customer service






	Engage positively with students.

	Provide excellent customer service at all times.
	Picking customer orders accurately.

	Approaching customers, providing helpful and knowledgeable information on our products.


	3.
Attention to detail.




	Support daily kitchen operations and food preparation

	Checking off deliveries, managing stock.
	Understanding of stock control and importance of accurate record keeping.

	High levels of attention to detail.






	Knowledge
	Job advert 1

	Job advert 2
	Job advert 3
	Job advert 4

	1.
Health and Safety
	Follow health & safety and hygiene standards.

	Maintaining a tidy and safe store.

	Fast-paced environment, and everyone understands exactly what needs to happen
	Ensuring that the shop floor is always kept clean & tidy, to a high standard.


	2.
Understanding of role






	Enjoys kitchen work and wants to contribute to a supportive school community.
	Everyone understands exactly what needs to happen to make their store a success.
	Understanding of stock control and importance of accurate record keeping.

	Have energy, drive and passion to work in a fast paced, customer facing, retail environment.

	3.
Experience




	Understanding or experience of working with young people with additional needs.
	Customer service fast-paced environment.
	Warehouse environment, fast-paced and palletised goods handling.
	Collaborating with your team to achieve store sales targets and KPIs.




Task 2: Self-Assessment Using SWOT Analysis
A SWOT analysis is a valuable tool that supports personal reflection, enabling individuals to evaluate their strengths, weaknesses, opportunities, and threats in relation to employability (Gurel and Tat, 2017). Drawing on my CV and work experience, I have completed the following self-assessment.

Strengths
One of my strongest attributes is my excellent customer service experience, gained from roles such as Customer Service/Order Taker and Retail Assistant. One study has shown that communication, integrity, and courtesy are the most important interpersonal skills for success (Robles, 2012, p. 463). These are key soft skills I developed through my customer service roles while communicating clearly, remaining polite, and assisting customers and colleagues.

Another strength is my ability to work well in fast-paced environments, which I demonstrated as a Warehouse Operative by meeting targets under pressure. I also possess strong organisational and multitasking skills, developed through handling customer orders and managing a busy shop floor. These align with employer expectations in the job adverts, demonstrating adaptability and organisation. Additionally, I have IT skills, including proficiency in Microsoft Office, virtual meeting tools, and online communication platforms. These digital skills are increasingly essential in modern workplaces.

A key weakness is my limited recent experience in professional training, such as food safety certificates or retail qualifications. While I have good practical experience, obtaining these certifications would improve my employability. Another weakness is I can be shy around unfamiliar people, but I am actively working on building my confidence and communication skills.

Opportunities
There are a wide range of opportunities available to support and enhance my personal and professional development. Over the years, I have gained experience in different sectors including customer service and warehouse operations, giving me the skills and confidence to apply for many different job roles. 

In addition to my work experience, there are strong opportunities for continuous development through online courses, employer-led training sessions, and college programmes. My multilingual abilities through English, Bengali, Hindi, and Urdu also provide added value, especially in diverse and multicultural work environments where clear communication is important. 

To further expand my skillset, I can take advantage of several training opportunities, such as completing a Level 2 Food Safety certificate, undertaking online retail and customer service courses, and attending employability workshops. Furthermore, engaging in volunteering or part-time roles would give me the chance to gain additional hands-on experience, particularly in customer-facing positions. These steps would not only enhance my qualifications but also improve my confidence in workplace interactions. 

Overall, I am committed to continuous learning and open to any opportunity that supports my long-term career development.

Threats
Understanding threats is important to gain realistic expectations on achieving my career goals (Indeed, 2025). The main threats include strong competition for entry-level roles, challenges in balancing family responsibilities with shift work or long hours, and the need to keep up with fast changes in work technology. Managing these threats involves carefully checking job descriptions and ensuring that flexible working patterns are available while further improving my digital skills.

Task 3: Employment Goals and Personal Development Plan
Based on the weaknesses and threats identified in my SWOT analysis, I have set some employment goals and devised a Personal Development Plan (PDP) to support my short-term and long-term aspirations, employability, and career progression.



	Objective 
	Time
	Activities
	Success criteria
	Resource 

	Short-Term (0–6 months)

	Improve workplace communication confidence.
Completion of Level 4 Cert HE Business Skills for the Workplace.
	3 Months February 2026.
	Attend workshops, practise speaking in public.
Completion of assignments and tasks.
	Feedback from Tutor, peer and supervisors.
Results of assignments and tasks.
	University lectures, workshops, online communication courses.

	Gain essential workplace certificate for Kitchen/warehouse.
	3-6 months
May 2026
	Complete Food Hygiene Level 2.
	Certificate to be completed.
	College, Online training.

	Improve digital skills, enrolment to Level 5 Business Leadership.
	June 2026
	Complete IT course; learn Microsoft Word, Excel, and how to send emails etc. University attendance, completion of assignments and tasks
	Certificates achieved.
Passing of modules, assignments and tasks. 
	LinkedIn Learning, Excel practice, university IT workshops.

	Mid-Term (6 months – 2 years)

	Employment in retail
Tkmaxx, Primark, Asda, Aldi, etc


	6 months to 2 years
December 2026




	Apply for part-time or full- time retail role as a shop assistant to build experience.
	Receiving job offer and starting job.




	Job site (Indeed, Reed), careers advisers.




	Completion of Level 5 Business Leadership course.

Enrol and progress in Level 6 Business Leadership Degree.
	May 2027



September 2027
	Attend lectures, complete Start degree programme, engage in lectures, complete coursework.
	Passing assignments and tasks. Completing modules and developing work, progressing academically.
	University lectures and study time.

University resources, study support.

	Long–Term (2-5 years)

	Progress into Manager or senior roles.

	2 – 5 years

	Seek training, build confidence and leadership skills.
	Promotion, increased duties and line management with strong leadership ability.
	Workplace training programmes, leadership workshops.

	Develop advanced business and strategic planning skills




	September 2027




	Attend business workshops, support with planning tasks at work.
	Improved strategic thinking and positive feedback.


	Workplace training, workshops.



	Graduating from university with a degree
	2–5 years
June 2028
	Complete Level 6 degree, gain experience, develop workplace competence
	Graduation, career progression, management level duties.
	University support, workplace experience.



Personal Development Plan (PDP)

My Personal Development Plan focuses on improving my skills and gaining the qualifications I need for future career growth. In the short term, I will build my communication confidence, complete my Food Hygiene certificate, and develop essential digital and IT skills through workshops and online courses. 

In the next 1–2 years, I aim to gain retail work experience while completing my Level 5 Business Leadership course and progressing onto Level 6. This is valuable as work experience is considered an important consideration for employers when recruiting graduates, showing students’ enhanced learning experiences and ability to balance employment and study (Andrews and Higson, 2008, p. 420).

Over the longer term (2–5 years), I plan to strengthen my leadership and strategic planning skills, complete my degree, and work towards a supervisor or manager role. This plan will help me gain confidence, improve my employability, and support my long-term career development.
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