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Job Advert Comparison
The following table compares two job adverts for the role of Property Management and Retail/ Customer service, focusing on the key skills and knowledge required in the profession.
Table: 1 compares job adverts (Property Management  and retail and customer service )
	· Criteria
	Job No.1
Property/Compliance Administrator	
	Job No.2
 Customer Assistant

	· Industry Skills
	Property / Real Estate 

	Retail / Customer Service

	· Main Responsibilities and Duties 
	Managing documents, ensuring legal compliance, administrative tasks
	Assisting customers, handling sales, maintaining store

	· Communication Skills
	Communicating with landlords, clients, and colleagues
		



	Interacting with customers and team members




	· Work Environment
	Office-based, structured
	Fast-paced, customer-focused

	· Time Management
	Meeting deadlines and handling multiple tasks
	Handling multiple customers and tasks quickly



Source:
Indeed.com – Property Management roles 
Indeed  – Retail and customer service 

In those two job advert you will find that there some common skills and key skills as well that you will need to have in order to be able to do the job.
For Example 
Key skill in both jobs is communication skills. 
In order to close a deal in Real estate you need to build that relationship with the client and build some sort of trust and focused on customer needs, in property industry the relationship here is long term. 
While in Retail industry it’s more fast past environment and the communication is based on many short conversations with many different customers 

There are other common areas that both jobs require the ability to work with a team and also both jobs are customer focused. 

Another key skill is the administrative part as both jobs require to document and keep records and data base for sales and customers. 

Conclusion

Both roles, although in different industries (property vs retail), require very similar core employability skills. Communication stands out as essential because it requires  teamwork, customer satisfaction, and problem-solving. making it critical for success in either profession.













Task Two
Self-Reflective Assessment Using SWOT Analysis
Reflecting on my personal and professional journey over the past several years, I have developed a comprehensive understanding of my strengths, areas for further development, and my readiness for future employability. To provide a structured evaluation, I have chosen to use a SWOT analysis framework, which allows me to critically assess my Strengths, Weaknesses, Opportunities, and Threats, and demonstrate evidence of my capabilities and potential growth.
Strengths
One of my core strengths is my exceptional memory and ability to retain and apply knowledge quickly. Throughout my varied career, ranging from customer-facing roles in retail to managerial positions and property management, I have consistently demonstrated the capacity to learn procedures, policies, and client preferences efficiently. For example, while working at Greggs in a high-pressure retail environment, I had to quickly adapt to different shifts, learn multiple product lines, and handle complex customer orders without error. Similarly, in my role as a hotel manager, I was responsible for remembering the specific needs of numerous clients and ensuring their satisfaction, which required attention to detail, sharp recall, and the ability to manage multiple tasks simultaneously. This strength enables me to assimilate new skills rapidly and perform effectively under pressure, which is crucial in any professional setting.
Another key strength I have developed is my communication and interpersonal skills. My experience in customer-facing roles has honed my ability to interact with diverse individuals, understand their needs, and resolve conflicts diplomatically. In property management, I dealt with tenants, contractors, and service providers, requiring clear and assertive communication to ensure smooth operations. Currently, as a carer in a children’s home, I use communication to build trust and understanding with young people, adapting my approach based on their individual personalities and emotional needs. These experiences highlight my adaptability and capacity to maintain professional relationships, both of which are highly valued in employability and personal advancement.
Weaknesses
While reflecting on areas for development, I have identified patience as an aspect I am actively working to improve. I naturally tend to be solution-oriented and results-driven, which sometimes leads to impatience, particularly when processes take longer than expected. However, I view this not as a limitation, but as an opportunity to further develop resilience and emotional intelligence. I am learning to channel my drive in a way that motivates both myself and others, ensuring that impatience does not compromise professional relationships or outcomes. Another area I continuously aim to improve is delegation and team reliance. Having worked extensively in managerial roles, I sometimes take on tasks personally to ensure they meet high standards, but I recognize that empowering team members and trusting collaborative processes enhances overall efficiency and team cohesion.
Opportunities
My diverse professional experience provides numerous opportunities for personal and career growth. Having worked in retail, hospitality, property management, and childcare, I have accumulated transferable skills in leadership, customer service, problem-solving, and team management. These experiences position me well for roles requiring strong interpersonal skills and adaptability. Additionally, the evolving workforce emphasizes emotional intelligence, communication, and empathy—areas I have developed through my current role in a children’s home. I also have the opportunity to further formalize my skills through professional development courses, certifications in management, or specialized training in childcare or hospitality, which can expand my career trajectory and enhance my employability.
Threats
Potential threats to my professional advancement may include the competitive nature of managerial and client-focused roles, where employers seek candidates with formal qualifications alongside practical experience. However, I mitigate this threat through my extensive hands-on experience, proven track record in leadership roles, and continuous self-improvement. Another challenge could be the fast-paced nature of certain industries, which may test my ongoing development in patience and delegation. By acknowledging these areas and actively working on them, I position myself to navigate these challenges effectively.
Evidence of Readiness
My readiness for employability is reflected in my track record of holding diverse positions that require both technical and interpersonal competence. Working in customer-based roles, such as in Greggs and hospitality management, developed my ability to communicate clearly, resolve conflicts, and provide exceptional service under pressure. In property management, I was tasked with coordinating multiple stakeholders, demonstrating organization, reliability, and problem-solving skills. Currently, in my role as a carer in a children’s home, I am responsible for the welfare, emotional support, and development of young people—an undertaking that requires patience, empathy, and adaptability. Across all these roles, I have consistently received positive feedback from supervisors and peers, acknowledging my professionalism, reliability, and ability to learn quickly.
Moreover, my willingness to take on varied roles demonstrates versatility and a commitment to personal development. Each position has allowed me to strengthen my transferable skills, such as leadership, time management, and emotional intelligence, which are essential for employability in any sector. These experiences, coupled with my reflective approach to personal growth and my commitment to addressing areas for improvement, provide concrete evidence of my readiness to take on future professional challenges and advance both personally and career-wise.
Conclusion
Through this self-assessment using the SWOT framework, I have identified my key strengths, including a sharp memory, strong communication skills, and adaptability. I have also acknowledged areas for further development, such as patience and delegation, and framed them as opportunities for growth rather than limitations. By reflecting on my experiences and providing evidence of my professional competence across multiple roles, I demonstrate my readiness for employability and personal advancement. This reflective process underscores the importance of continuous self-evaluation, adaptability, and the proactive development of skills, which are essential for long-term success in any career path.






Task Three

Employment Goals and Personal Development Plan
Based on the weaknesses identified in my SWOT analysis, I have established both short-term and long-term employment goals to support my growth and career progression.
Short-Term Goals (6–12 months)
1. Enhance Patience and Emotional Resilience – I aim to manage stress more effectively in high-pressure situations through mindfulness exercises and practical strategies for emotional control. This will help me maintain professionalism and improve decision-making when challenges arise.
2. Improve Delegation and Team Collaboration – I plan to gradually assign responsibilities to colleagues, trusting their abilities while providing guidance, which will strengthen team efficiency and build my leadership capabilities.
Long-Term Goals (1–5 years)
1. Progress to a Senior Management or Leadership Role – Leveraging my experience in hospitality, property management, and childcare, I aim to lead teams or projects effectively, using my sharpened patience and delegation skills to ensure success.
2. Specialize in a Sector of Interest – Whether in hospitality, property management, or child welfare, I intend to pursue professional development and certifications to deepen my expertise and advance my career.
These goals are important as they directly address my areas for development and align with my broader career aspiration: to take on responsible, leadership-oriented roles that utilize both my practical experience and interpersonal skills.
Personal Development Plan
	Area for Development
	Action Steps
	Timeline
	Resources
	Progress Measurement

	Patience
	Practice mindfulness daily; attend stress-management workshops; seek mentor guidance
	6–12 months
	Mindfulness apps, workshops, mentor
	Track progress through self-reflection and supervisor feedback

	Delegation
	Gradually assign tasks to team members; attend training on effective delegation; request feedback
	6–12 months
	Management courses, team feedback
	Review completion of delegated tasks and team satisfaction

	Leadership Skills
	Take on small leadership roles; attend leadership webinars
	12–24 months
	Training courses, work opportunities
	Monitor effectiveness through performance reviews

	Professional Specialization
	Identify and complete relevant certification courses
	1–3 years
	Online courses, professional resources
	Completion of courses and application of skills in workplace



