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Reflective Assignment.

Task 1: Comparison of Job Adverts.
[bookmark: _Int_CTaCpzCl]I have selected two job adverts within the same profession. The Facilities Coordinator role at Cushman & Wakefield, and the Workplace Experience Coordinator role advertised by ManpowerGroup. 
Both adverts highlight a similar set of expectations. The Cushman & Wakefield role places a strong emphasis on client service, reception duties, meeting room coordination, health and safety processes and day-to-day facilities operations. The ManpowerGroup advert outlines responsibilities such as managing workplace operations, coordinating vendors, supporting space planning, acting as a point of contact for workplace queries, and improving workplace processes. 
When comparing the skills required, several common themes appear across both adverts. These include strong communication, customer service, organisation, problem-solving, stakeholder management, and the ability to handle multiple priorities in a fast-paced environment.
One shared skill that stands out clearly in both adverts is having a proactive mindset. Cushman & Wakefield specifically mentions taking initiative, identifying opportunities to improve methods, and offering proactive, solutions-focused advice. The ManpowerGroup advert also highlights a proactive mindset, especially around improving processes and managing competing priorities. This shows that employers in this field are not just looking for someone who reacts to issues, but someone who anticipates them and takes ownership. 
A proactive mindset is especially important in facilities and workplace roles because so much of the job relies on staying ahead of potential problems. Being proactive helps keep the workplace running smoothly. It also builds trust with clients and colleagues, because they know you’re someone who takes initiative searching for solutions.
Overall, both adverts show that the profession values people who are organised, people-focused and able to think ahead. The emphasis on being proactive reflects the reality of the role. 


Task 2: Self-Assessment and Readiness for Employability.
To understand where I currently stand in my professional development, I carried out a self-assessment using a simple SWOT analysis (Gürel and Tat, 2017). This helped me reflect honestly on my strengths, the areas I still need to develop, the opportunities and challenges that influence my career path in workplace and facilities management. 

Strengths.
One of my biggest strengths is my ability to stay calm and organised in busy environments. I developed this early in my hospitality career, especially when I progressed to Maître D’ in a high-volume steakhouse where we could serve up to 700 covers on a Saturday night. Working under that level of pressure taught me how to prioritise quickly, communicate clearly, and keep the team focused even when the environment became highly demanding. These skills transferred naturally into my current corporate FOH role, where I support facilities operations and deal with last-minute changes, VIP visits, and competing demands throughout the day. 
Another key strength is my communication. I work with a wide range of people, clients, contractors, colleagues, and visitors, and I have learned how to adapt my tone depending on the situation. Whether I am helping someone at reception, coordinating with the facilities team or updating a manager about an issue, I am confident in how I communicate. 
This goes together with my proactive approach. I don’t wait for problems to escalate; I try to spot things early and act. For instance, if I notice a meeting room setup is not right or a contractor needs support, or a potential issue in the building, I address it promptly or escalate it to the right team. This mindset helps the workplace run smoothly and builds trust with the people I support. 

Weaknesses.
A weakness that I have been working on is delegating. Because I am used to fast-paced environments my instinct is often to take on tasks myself to make sure they are done quickly. Over time, I have realised that this is not always the most efficient approach, especially in a corporate setting where teamwork is essential. I have been improving by communicating more openly with colleagues, sharing responsibilities, and trusting others to take ownership.
Another area for development is expanding my understanding of workplace systems, compliance, health and safety and how the building operates. This is something I am actively working on by observing and asking questions to the facilities team in my current role. 

Opportunities. 
[bookmark: _Int_QvXMD6KI]There are strong opportunities for growth in the facilities and workplace sector, especially as companies place more value on employee experience and smooth office operations. My current role gives me exposure to meeting room management, contractor coordination, and day-to-day workplace operations, which are all relevant to the Facilities Coordinator roles I’m aiming for. My ongoing studies also support my development and give me a clearer understanding of business processes and workplace expectations. 

Threats. 
The main challenge is competition. Facilities roles in London attract many applicants, including people with more technical experience or formal qualifications. This means I need to continue building my skills, gaining experience, and showing employers that I bring strong customer service, organisation and proactive mindset, which are essential qualities. 


Evidence of Readiness.
My readiness for employability and progression comes from a combination of work experience, academic development, and consistent feedback from colleagues and managers. In my current role, I contribute to the smooth running of the workplace by supporting daily facilities operations and acting as a reliable point of contact for staff, visitors and contractors. I am often trusted to take the lead during busy periods or when last-minute changes happen, and managers have highlighted my calm approach and ability to keep operations running smoothly under pressure. 
My hospitality background also contributes to my readiness. The experience of working as a Maître D’ strengthened my leadership, teamwork, and service standards and taught me how to stay organised and focused in fast-paced environments. These skills transfer directly into corporate workplace roles, where professionalism, reliability, and client experience are essential. Alongside this, I am completing a Certificate of Higher Education in Business Skills for the Workplace, which has helped me build a stronger understanding of communication, organisational behaviour, and how modern workplaces function. This academic foundation has increased my confidence and supported my development in a structured way. 
Overall, the combination of hands-on experience, proactive attitude, and ongoing learning shows that I am prepared to progress into a Facilities Coordinator role and continue developing professionally.  


Task 3: Employment Goals and Personal Development Plan.

Based on the weaknesses identified in my self-assessment, I have set a series of short-term and long-term goals that support my development in the workplace and help me progress towards a Facilities Coordinator role. The two main areas I want to improve are my confidence in delegating tasks and building stronger technical knowledge in facilities management. 

Short-term goals (next 6-12 months)
My first short-term goal is to improve how I delegate and share responsibilities. I want to become more comfortable trusting colleagues to take ownership rather than completing everything independently. This is important because facilities roles rely heavily on teamwork, and effective delegation helps the whole operation run smoothly. 
My second short-term goal is to deepen my understanding of key facilities processes, especially health and safety, compliance, and workplace systems. I already support these areas in my current role, but I want to feel more confident and knowledgeable when dealing with technical issues or speaking with contractors. 

Long-term goals (1-2 years)
My long-term goal is to progress into a full Facilities Coordinator position and eventually move into a more senior workplace or operations role. To move towards this, I aim to build more confidence in the more complex areas of facilities work, take on greater responsibility in my current role, and continue developing my leadership skills. I also plan to complete further studies in Business Management that will support my progression and give me a stronger foundation for future roles. 
Personal Development Plan (Cottrell, 2021)
To improve delegation, I will practice sharing tasks more intentionally during busy periods and communicate more openly with colleagues about workload. I will measure progress by reflecting on how often I delegate and by seeking feedback from my team. 
To strengthen my knowledge of how the building and workplace operate, I will request more training and shadow the facilities team, applying my learning in my day-to-day work. I will track my progress by how effectively I can use these skills in real situations. 

	Area of Improvement
	Duration to complete
	How the learning will be achieved
	Result

	IT Skills
	3 months
	Online
	Exam

	Advance Excel Training
	1 month
	Online
	Certificate
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