Task one 
Introduction:

For this task, I have chosen two management job adverts, in retail ad in hospitality sector. The first is for a shift manager at a pizza hut. I selected this role because it aligns with my interest in food service industry. The second is a store manager at a retail park in Coventry.  
Both adverts emphasise leadership and team management, the Pizza hut shift manager role requires leading a pizza making and delivery team, motivating staff, delegating tasks and maintaining operational efficiency. Similarly, the store manager advert focuses on creating high performing team. Ensuring the right people are in both roles, fostering professional development. Both positions require the ability to manage staff, coach and mentor colleagues and maintain a positive work environment. 
Key Skills:
· Pizza Hut Shift Manager: Leadership, customer service, team coaching, operational organisation, adherence to health and safety and food hygiene regulations, flexibility, and passion for people pizza.
· Retail store Manager: Leadership, strategic sales management, customer service excellence, staff development, operational efficiency, knowledge of business objectives, and problems- solving. 

Similarities: Both roles demand strong leadership, communication, customer service, teamwork and organisational skills. Both emphasises motivating staff, achieving operational goals and providing excellent customer experiences. 

Differences: The pizza hut advert focuses more on day-to-day operational tasks in a fast-paced food environment, with a playful and motivational tone. The retail role emphasises broader retail management, sale targets and strategic decision making with a formal professional approach. 

Shared skills: Leadership, this is crucial in both roles as it ensures teams work efficiently, meets targets and delivers high quality service. Effective leadership fosters motivation, accountability and collaboration among staff. I have demonstrated leadership during group projects at university where I coordinate tasks, supported my peers in meeting deadlines, and ensured successful project completion. This experience reflects the ability to inspire and guide a team, a skill directly relevant to both job roles.



Task Two

trengths
One of my key strengths is communication and interpersonal skills, essential in any business environment. Through class activities such as group discussions, presentations, and collaborative projects, I have honed my ability to articulate ideas clearly and listen actively to peers. For instance, during a team project on workplace conflict resolution, I facilitated discussions, encouraged input from all members, and delivered a joint presentation to the class. Feedback from my tutor highlighted my ability to maintain clarity, engage the audience, and manage group dynamics effectively.
Another strength is organisation and time management. The Business Skills course often requires balancing multiple tasks, including assignments, project deadlines, and presentations. By planning and prioritising tasks, I consistently meet deadlines while maintaining high-quality work. A practical example was the completion of a module assignment on business ethics, where I structured research, analysis, and report writing over several weeks, resulting in a strong grade and positive tutor feedback.
Adaptability and problem-solving are also core strengths. During workshops on workplace scenarios, we were often presented with unexpected challenges, such as resolving team disagreements or redesigning a workflow. I have demonstrated resilience and creativity in finding solutions, skills which are directly transferable to professional business environments.
Personality assessments and career motivation quizzes completed in class further confirm my strengths. For example, the personality test indicated that I am conscientious and motivated, while the learning style quiz showed I am a reflective learner who benefits from combining theory with practical application. These insights support my ability to continue developing as a professional in the workplace.
Weaknesses
Despite my strengths, I recognize areas for improvement. One weakness is limited real-world work experience. While I have completed projects, case studies, and role-play simulations in class, I have had few opportunities to apply these skills in an actual workplace. Gaining practical experience through internships or part-time roles will enhance my understanding of workplace dynamics and business operations.
Another area for development is public speaking and confidence in formal presentations. During class presentations, feedback from peers and tutors suggested that while my content is strong, I sometimes rely heavily on notes, which reduces impact. Improving my confidence through practice and participation in workshops will enhance my employability.
Opportunities
Several opportunities exist to strengthen my employability. The university provides access to workshops, career mentoring, and networking events, which can help me gain insights into business practices, refine my CV, and prepare for interviews. For example, attending a session on professional networking gave me practical strategies to connect with industry professionals and build a strong professional presence.
Extracurricular activities and voluntary work provide additional opportunities to apply my business skills. For instance, volunteering for a university student society involved organising events, managing budgets, and coordinating with other volunteers—activities that reinforced project management and leadership skills.
Class-based simulations and mock interviews also offer opportunities to improve specific skills. Feedback from these exercises highlighted areas such as concise communication, confidence, and professional presentation, which I can now actively address.
Threats
External threats to employability include high competition in the job market and the rapid evolution of business technology. Graduates often face competition from peers with significant internship experience or specialist skills. Additionally, employers increasingly require proficiency in digital tools, such as project management software or data analytics, which I am continuing to develop.
Economic fluctuations and limited entry-level opportunities in certain sectors may also pose challenges. Awareness of these threats motivates me to diversify my skillset, seek practical experience, and maintain a proactive approach to career development.
Evidence of Employability
I have accumulated evidence of employability through academic work, practical exercises, and extracurricular involvement:
Academic Evidence: Modules such as Business Communication, Professional Practice, and Project Management required research, team collaboration, and presentation skills. High grades in group assignments and individual reports demonstrate my ability to apply theoretical knowledge effectively. 
Work or Volunteering Experience: Using the STAR framework, one example involves volunteering to manage an event for a university society: 
Situation: The society required assistance in organising a networking event. 
Task: I was responsible for coordinating speakers and managing logistics. 
Action: I created schedules, communicated with stakeholders, and ensured the event ran smoothly. 
Result: Positive feedback from peers and tutors highlighted my organisational and leadership skills. 
Extracurricular Activities: Participation in societies and workshops has improved leadership, teamwork, and professional confidence. For example, leading a student group in a project-based challenge allowed me to practice delegating tasks and managing timelines effectively. 
Feedback: Peer and tutor feedback from group tasks and mock interviews consistently identifies strengths in communication, problem-solving, and teamwork while noting areas for growth such as public speaking and digital proficiency. 
Conclusion
In conclusion, my employability is supported by strong communication, organisational, teamwork, and problem-solving skills. Weaknesses such as limited work experience and public speaking confidence can be addressed through internships, workshops, and targeted practice. By leveraging university resources, extracurricular activities, and ongoing feedback, I am actively preparing to enter the workforce as a capable, adaptable, and professional graduate in the business sector.

Task 3
Goals & Personal Development Plan
Short-Term Goals
 One key short-term goal is to improve my public speaking and presentation confidence. During class presentations and mock interviews, feedback highlighted that while my content is strong, I rely heavily on notes and sometimes struggle with audience engagement. Enhancing this skill is important because effective communication is essential for workplace success, particularly in business roles that involve pitching ideas, leading meetings, or client interactions. Achieving this goal aligns with my career ambition to work in management or business consultancy, where confident verbal communication is critical.
Another short-term goal is to develop digital proficiency in industry-relevant software. While I am comfortable with standard office tools, expanding my knowledge in project management software and data analysis tools will make me more competitive in the modern workplace. This goal supports my ambition to work in business operations or project management, where technological efficiency is highly valued.
Long-Term Goals
 A long-term goal is to gain professional experience through internships or part-time work. Limited work experience was identified as a weakness in my SWOT analysis. By securing real-world experience, I can apply theoretical knowledge, develop practical skills, and strengthen my employability in competitive business environments.
Personal Development Plan (PDP)
Weakness to improve: Public speaking and digital proficiency. 
Actions: Enrol in workshops through the university’s careers service, practice presentations in class and with peers, complete LinkedIn Learning courses on project management tools. 
Timeline: Short-term (1–6 months) for workshops and practice; long-term (6–12 months) for internships and advanced digital skills. 
Resources: Careers service, LinkedIn Learning, class activities, peer feedback. 
Measuring progress: Improvement will be tracked through tutor and peer feedback, increased confidence during presentations, and the successful completion of relevant tasks and courses.





Link
 https://talents.studysmarter.co.uk/companies/pizza-hut-uk/shift-manager-11041062/?utm_campaign=google_jobs_apply&utm_source=google_jobs_apply&utm_medium=organic 
https://search.poundlanddealzcareers.com/search/34049/store-manager?utm_campaign=google_jobs_apply&utm_source=google_jobs_apply&utm_medium=organic 
