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Task 1 

For this task, I selected two job adverts: a Customer Service Assistant role and an Office Administrator role. These jobs are suitable for someone starting or developing a career in a business environment and both require similar core skills.
After analysing both job adverts, I noticed several common skills and requirements. Firstly, communication skills are essential in both roles. In customer service, employees interact directly with customers, answer questions, and resolve complaints. In an office administrator role, communication is also important when dealing with emails, phone calls, and internal team coordination.
Another key skill is organisation. Both roles require the ability to manage tasks efficiently. For example, an office administrator must organise documents, schedules, and data, while a customer service assistant must handle multiple customers and tasks at the same time.
Teamwork is also important in both jobs. Employees must collaborate with colleagues to ensure smooth daily operations. In addition, both roles require problem-solving skills, especially when dealing with customer issues or unexpected situations.
The key skill I have chosen to focus on is communication skills. This skill is extremely important because it directly affects the quality of service provided. Good communication helps to build trust with customers, reduce misunderstandings, and create a positive experience.
In my opinion, communication is the foundation of both roles. Without it, it would be difficult to perform tasks effectively or maintain good relationships with customers and colleagues.


Task 2 

	Strengths  
 One of my main strengths is communication with customers. I have previous experience working in a casino and in customer service environments, where I had to deal with different types of people, including difficult customers. This helped me develop patience, confidence, and the ability to stay calm under pressure.
Another important strength is adaptability. As a student and a single mother, I have learned how to manage multiple responsibilities at the same time. I can adjust quickly to new situations and remain focused even when things become stressful.
I am also a hardworking and motivated person. I am determined to improve my situation, gain experience, and build a better future. This motivation pushes me to continue studying and looking for job opportunities.
 


 
 
 
 
 
 
 
 
 
 
	Weaknesses 
One of my main weaknesses is my confidence in English in professional situations. Even though I can communicate, I sometimes feel unsure when speaking in more formal environments. This can affect my confidence during job interviews or in the workplace.
Another weakness is my limited UK work experience. While I have experience from Romania, I am still adapting to the UK job market and expectations.
I also sometimes struggle with time pressure, especially balancing university, childcare, and personal responsibilities. However, I am actively working on improving my time management skills.


	Opportunities 
 Living in London provides many opportunities. There are a wide range of job options in customer service, retail, and administration. I also have access to education and training through my university, which helps me develop new skills.
Another opportunity is improving my English language skills, which will increase my confidence and employability.

 
 
 
 
 
 
 
 
 
	Threats 
One of the main challenges I face is balancing work, studies, and childcare. This can limit the number of hours I am available for work.
Financial pressure is also a factor. While this can be stressful, it also motivates me to succeed and become independent.






Evidence of Readiness 
I believe I am ready for employment because I already have relevant skills and experience. My background in customer service has prepared me to deal with customers, solve problems, and work under pressure.
In addition, my current studies are helping me develop important skills such as organisation, communication, and professional behaviour. Managing my responsibilities as a student and a parent also shows that I am responsible and capable of handling challenges.
Overall, I am motivated, willing to learn, and ready to start working and developing my career.


Task 3 
Employability Goals 
In the future I have a range of goals I would like to achieve: 
Short-term goals:
1. Find a part-time job in customer service or administration
2. Improve my English communication skills
3. Gain work experience in the UK
4. Build confidence in a professional environmen
Long-term goals:
5. Secure a stable full-time job
6. Develop a career in administration or business
7. Continue my education and gain further qualifications
8. Achieve financial stability and independence
9. Provide a better future for my child

These goals are important because they help me progress both personally and professionally. They also align with my desire to build a stable and successful future.


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  
 
 
 
	 
1. Find a part-time job in customer service or administration
2. Improve my English communication skills in professional situations
3. Gain initial UK work experience
4. Build confidence when speaking with customers and colleagues

	 
1. Progress into a stable role with more responsibilities
2. Improve my organisation and time management skills
3. Become confident in handling professional communication (emails, calls)
4. Adapt fully to the UK work environment
	
1. Secure a stable full-time job
2. Build a career in administration or business
3. 3.Achieve financial stability and independence
4. Provide a better future for my child

	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  
 
 
 
	1.Improve spoken and written English
2.Learn basic office skills (emails, Word, Excel)
3.Improve communication with customers
4.Work on time management

	1.Develop advanced communication skills in professional settings
2.Improve organisation and multitasking abilities
3.Gain experience using office systems and tools
4.Build confidence in teamwork and problem-solving
 
	1.Develop strong professional communication and leadership skills
2.Gain advanced administrative or business knowledge
3.Learn how to manage tasks independently
4.Continue education and gain further qualifications

	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  
 
 Exact Timing
	1. Apply for part-time jobs online (Indeed, company websites)
2. Practice English daily (speaking, watching, writing)
3. Take short online courses (basic IT, communication)
4. Prepare CV and attend interviews
	1. Gain experience in a job and learn from daily tasks
2. Ask for feedback from managers
3. Take additional training or courses
4. Improve confidence through real work situations
	1. Apply for better job positions or promotions
2. Continue studying and gaining qualifications
3. Build a professional network
4. Focus on long-term career development
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