Task 1 - Comparison of Two Job Adverts
For this task, I selected two job adverts: Restaurant Receptionist and Spa Receptionist. I chose these roles because they are both similar to the profession I am interested in and both involve working directly with customers in a professional hospitality environment. Although the settings are different, both positions focus on creating a positive first impression, managing bookings, and helping daily operations run smoothly.
The Restaurant Receptionist role typically requires strong customer service skills, a professional manner, and the ability to work in a busy environment. A person in this position is responsible for greeting guests, managing reservations, answering enquiries, and helping organise customer flow. The role also requires good organisational ability, as reception staff need to deal with bookings, waiting times, and customer requests efficiently. 
Similarly, the Spa Receptionist position requires organisational skills, multitasking ability, problem-solving skills, and professionalism. Spa receptionists are responsible for welcoming clients, answering phone calls, managing appointments, and handling complaints. They may also deal with customer preferences, treatment times, and booking changes. This means the role requires accuracy, patience, and he ability to support a smooth customer experience.
After comparing both job adverts, several shared skills can be identified. These include customer service experience, teamwork, problem-solving abilities, professionalism, and the ability to remain calm in busy situations. In both roles, the receptionist is the first point of contact, which means they play an important role in how customers feel about the business. Both positions also require staff to work efficiently while maintaining a welcoming and professional attitude.
One particularly important shared skill is attention to detail. I believe this skill is essential in both professions because both roles involve handling booking, schedules, and customer information. In a restaurant, attention to detail is important when managing reservation times, customer requests, and table arrangements. A small mistake could affect the customer’s dining experience. In a spa, attention to detail is equally important because appointment times, treatment details, and customer preferences must be recorded correctly. If details are missed, it could cause delays, confusion, or dissatisfaction.
Overall, both job adverts show that attention to detail is a very important skill in customer-facing receptionist roles. It helps reduce mistakes, improves customer satisfaction, and supports the smooth running of the business. For this reason, I believe it is one of the most valuable shared skills in both the Restaurant Receptionist and Spa Receptionist positions.

Task 2 - Reflective Self-Assessment
For this task, I mainly used Personal SWOT analysis to reflect on my strengths, weaknesses, opportunities, and threats. I also considered other self-assessment tools such as Johari Window, personality tests, and learning style reflection to better understand my behaviour, communication, and professional development needs. These tools helped me become more self-aware and identify the areas where I need to improve in order to strengthen my future employability.
Johari Window helped me reflect on how other people may see me. By thinking about feedback and my behaviour, I was able to identify blind spots and improve my awareness of communication and teamwork.
Personality tests helped me better understand my character, working style, and how I respond to stress or teamwork situations. This gave me a clearer picture of my personal strengths and development needs.
Learning style reflection helped me understand how I learn best. I realised that I develop more effectively through practice, observation, and real experience, which is important for both my studies and my professional growth.
Personal SWOT analysis
My strengths include being responsible, reliable, and adaptable. I am organised and able to work well in customer-facing environments, which is very important in hospitality and service roles. I also have a strong customer service attitude, and I am willing to help others, which is essential for receptionist-style positions. My previous experience as a receptionist in Ukraine helped me develop practical front desk skills such as welcoming visitors, handing enquiries, answering phone calls, and supporting daily operations. In addition, my current work experience in London has strengthened my confidence, professionalism, and ability to work with different types of customers. I believe these experiences show that I already have a strong foundation for future employability.
Another strength of mine is adaptability. I have worked in different service roles, including receptionist, bartender, waitress, and hotel support positions. This has helped me adjust to different workplaces, customer needs, and busy situations. I believe adaptability is important because employers value people who can remain professional and flexible. I also speak Ukrainian, Russian, English, and basic Hungarian, which helps me communicate with different people in multicultural environments.
My weaknesses include being introverted in some situations and sometimes preferring to work independently. I can also lack confidence in large group situations and may overthink when I feel stressed. These factors can affect my communication and teamwork in certain situations, especially when I need to speak up quickly or interact with many people at the same time. Another weakness is that in very busy situations I may feel pressure at the beginning, although I usually calm down quickly and focus on solving the problem. Recognising these weaknesses is important because it helps me understand which areas I need to improve to become a stronger professional.
My opportunities include access to training programmes, communication workshops, and the chance to work in multicultural environments. I am also currently studying Business and Management in London, which gives me the opportunity to improve my academic knowledge and professional skills. Living and working in London is another important opportunity, because it gives me access to a large and competitive job market, especially in hospitality, customer service, and business-related roles. 
My threats include high competition in the job market, stressful working conditions, and the possibility that some employers may prefer candidates with more direct UK-based front desk experience. Another threat is that demanding customer-facing roles can require a high level of emotional resilience and confidence, especially in busy environments. However, identifying these threats is useful because it helps me prepare more effectively and focus on the areas where I need to improve.
In terms of readiness for employability and personal advancement, I believe I already have several strong examples. My academic achievements include a Bachelor’s Degree in Tourism and my current studies in Business and Management, which show both relevant knowledge and commitment to development. My work experience also provides evidence of readiness, especially my receptionist experience in Ukraine and my current role at Burberry in London. These experiences have helped me develop customer service, professionalism, adaptability, and responsibility.  
Overall, this reflective self-assessment has helped me understand both my current strengths and the areas where I still need development. It has shown me that I already have a strong foundation for employability through my education, work experience, and personal qualities. At the same time, it has also highlighted the importance of continuing to improve my confidence, self-awareness, and teamwork. I believe that by working on these areas, I will become more prepared for future employment and long-term personal advancement. 
 



Task 3 - Employment Goals and Personal Development Plan
My goal is to become more confident in communication, more open to people, and stronger in collaboration. To achieve this, I will encourage myself to participate more in group discussions, start conversations with colleagues, and volunteer for teamwork tasks. I will measure my progress by tracking how often I contribute in group situations and by reflecting on how comfortable and confident I feel over time. 

Personal Development Plan
	
Goal
	
How will I achieve it?
	
What can prevent me?
	
Duration

	



1.Improve confidence in communication
	· Practice speaking clearly and confidently
· Participate actively in group discussions
· Role-play customer service situations
· Watch communication training videos
	· Fear of making mistakes
· Lack of confidence
· Overthinking
	



3 months

	

2. Develop strong teamwork skills
	· Volunteer for group projects
· Practice active listening
· Share ideas 
· Observe effective team members
	· Preference for working independently
· Discomfort in group settings
	


4 months

	


3. Become more outgoing and approachable in professional settings
	· Start conversations regularly
· Practice positive body language
· Improve small talk skills
· Engage in social interactions weekly 
	· Introversion
· Social anxiety
· Tiredness
	



2 years



Overall, this personal development plan will help me address the weaknesses identified in my self-assessment and become better prepared for future employment. By improving my confidence, communication, and teamwork, I will be able to develop both personally and professionally and move closer to my long-term career goals.
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