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Task 1 

1. Job advertisement on Indeed
This role sounds like it's all about being the customer’s main helper. You will be answering questions, taking orders, sorting out any issues and making sure all their info is correct. In general, you will need to be a great communicator, super organized, really pay attention to details and be able to juggle a few initiatives and is always looking for ways to make customers happier.
Key skills: 
· Communication skills 
· Customer service
· Organisation
· Attention to detail
· Multitasking
· Problem solving

2. Job advertisement on Job today
You will be talking to customers a lot, both receiving calls and making them. You will also need to be good at explaining things clearly, listening carefully, and getting all their details right. Being comfortable with computers is a must and they would love it if you done customers service before and they will be ready to train you.
Key skills:
· Communication and listening
· Customer service
· Attention to details
· Computer/ IT skills
· Ability to handle customer enquiries
· Accuracy when updating records
· Teamwork and professionalism


3.  Similarities between Indeed and Job today
Both job advertisement has many key similarities. Firstly, strong communication skills are essential for both roles as employees need to interact clearly and professionally with customers. Secondly both positions demand excellent customer service abilities, requiring individuals to handle inquiries and resolve customer issues effectively. Lastly attention to detail is crucial in both jobs. Overall, these roles demonstrate need for a blend of technical proficiency and strong interpersonal skills, with success hinging on effective communication, organization and problem solving.

4.
Communication is a key skill i can bring to any future job.
Its important in almost every workplace because you're always interacting with customers, managers and co-workers. I can improve this ny practicing my speaking and writing, actively listening and learning to explain things clearly.
For example, in a customer service role i need to really listen to a customer's issue, figure out what they need and then give them a useful answer. Good communication would also help me work better in a team and build strong relationships with everyone i interact with, so honing these skills now will boost my job prospects and help me succeed once I'm working.

Conclusion
The two advertisements show that employers are looking for similar skills like communication, customer service, attention to detail, problem solving and computer skills. Communication is on of the most useful skills for my future because it can be applied to many different jobs and help me work successfully with both customers and colleagues.













Task 2 
Find a definition of SWOT – RESEARCH and why SWOT is important (research)

What is SWOT? SWOT stands for Strengths, Weaknesses, Opportunities and Threats. Also, SWOT is important because it helps you to See opportunities that can help you develop or succeed, to understand where is your strength and what gives you an advantage, understand where you can improve.
	Strengths  
 - Communication skills - Being Able to communicate clearly with others can help with teamwork, customer service, interview and helping with professional built.
· Digital skills - Having good digital skills can help you use computers, online platforms 


 




	Weaknesses

· Confidence level – Low confidence makes it harder for a person to speak up, participate in discussions, give presentations or show your abilities.
· Improvement- Identify gaps in your knowledge gives you an opportunity to undertake training and develop professionally.


	Opportunities 
 - Location- Living or working in a area with access to businesses, education, training transports or employees' opportunities can provide more chances for developing.


 
 
 
 
 
 

 
	Threats 

Financial crisis -  In fall in economic can reduce job opportunities, effect businesses and make it harder to find or keep employment.
Pandemic- If there's a future pandemic it can also effect businesses, employment education and formal working plan.




Task 3 
Employability Goals 

· To improve my confidence when speaking Infront of others,
· Develop my communication skills by participating more in group discussions,
·  Gain work experience from work-placement or work part-time job,
· Improve my cv and interview skills to increase my chances of getting a job,
· Complete some training or qualifications to improve my Carrer opportunities.









Personal Development Plan 
DEFINITION OF A PERSONAL DEVELOPMENT PLAN and why it is important (research)

	 
	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  
 
 
 
	 
 
Goal 1: I want to graduate from the CertHE business with high marks in the next three months. 
.
	 
Getting more experience from part time job to develop my communication and teamwork skills
 
	I want to also complete 3 years os master's for more skills and certificates.


	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  
 
 
 
	 Goal 1: The key skills that I need to develop are time-management to complete tasks on time. In addition, writing skills

Goal 2: Improveve my confidence, communication skills and time management.

	 
 

Develop my digital skills, teamwork and problem-solving skills and gain more work experience.
	 Goal 1: 
 

Develop leadership skills, professional skills and gain the qualifications and experience i need for my chosen Carrer.

	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 you will complete the goals 
	 I will improve my communication and confidence by participating in class discussions, presentations and group activities and will also start by asking the teacher for a feedback and classmate on what i need to improve.
	 By completing classes and completing assignments from university.

	 I will continue developing my professional and leadership skills by gaining qualifications, taking on more responsibilities at work and learning from experienced people.




Reference
Job Search | Indeed
Hire Staff in the UK | Staff Recruitment Platform | Job Today
Https://corporatefinanceinstitute.com/resources/management/swat-analysis/
Https://www.mindtools.com/amtbj63/swot-analysis/?
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