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Task 1 
· Find two job advertisements and summarize the key skill in each advertisement. 
· Find the similarities among the two advertisements. 
· Assess how you can use one of the skills for your future employment 
· Please reference the website you have taken the job advertisements from. 

Summary of the Key Skills in each advertisement

Advertisement 1 –  https://careers.ba.com, (2026). British Airways

After reading the job advertisement on the British Airways Careers website, I found that the company is looking for people with excellent customer service and communication skills. Cabin Crew members need to be friendly, professional and able to make passengers feel welcome throughout the journey. The advert also explains that safety is the most important responsibility, so employees must be able to stay calm under pressure and follow all safety procedures. Teamwork, flexibility and a positive attitude are also important because Cabin Crew work closely with their colleagues on every flight.

Advertisement 2 – https://www.linkedin.com/company/british-airways/life/cabin-crew ,(2026). (British Airways)

The LinkedIn advertisement focuses on similar skills. It explains that Cabin Crew should have strong communication skills, enjoy helping people and be able to work well as part of a team. The advert also highlights the importance of being adaptable because every day is different, and Cabin Crew need to deal with different passengers and situations. British Airways also expects employees to represent the company professionally and always provide excellent customer service.

Similarities Between the Two Advertisements

After comparing both advertisements, I noticed that they are very similar. They both focus on customer service, communication, teamwork and safety. Both advertisements explain that Cabin Crew members must be friendly, professional and able to stay calm in difficult situations. They also expect employees to work well with others and make sure passengers have a safe and enjoyable journey. Overall, both adverts show that British Airways wants people who are confident, responsible and passionate about helping customers.



How I can use one of these skills in my future employment

The skill that I think will help me the most in my future career is communication. I already use this skill every day in my current job as a Teaching Assistant. I communicate with children, parents and other members of staff, so I have learned how to listen carefully, explain things clearly and remain patient in different situations.

I believe this communication skills will help me become a successful Cabin Crew member because I will need to welcome passengers, answer their questions, explain safety procedures and work closely with the rest of the cabin crew. Good communication is also important during emergencies because passengers need to feel calm and confident. I enjoy talking to people from different backgrounds, and I believe this skill will help me provide excellent customer service and represent British Airways in a professional way.

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

What is the definition of SWOT analysis?
According to the Oxford Learner’s Dictionaries, SWOT is “a way of identifying the strengths and weaknesses of a person, business or organisation, and the opportunities and threats that exist.” A SWOT analysis helps people evaluate their current situation and make informed decisions about future planning.

Why SWOT is important?
SWOT analysis is important because it helps people understand themselves better and make informed decisions about their future. By identifying my strengths, I can focus on the skills that will help me succeed in employment. By recognising my weaknesses, I can create a plan to improve them. Looking at opportunities helps me identify areas for growth, such as gaining new qualifications or work experience, while understanding threats helps me prepare for challenges such as competition in the job market.

For my future career, especially in the travel and aviation industry, a SWOT analysis is useful because it allows me to see what skills I already have and what I still need to develop to succeed.


	Strengths  
· Good communication skills
· Reliable, sociable 
· Hardworking 
· Adaptable 
· Able to learn quickly 
· I enjoy working as part of a team
· Flexible and caring




	Weaknesses
· Overcritical  
· Lack of confidence 
· I get nervous when I talk Infront of others.
· Lack of punctuality 
· Always delegating tasks 

	Opportunities 
· I have experiences 
· I gain new qualification
· I gain new experiences
· I’m able to speak more than one language 
· Technological skills 
· Location – London 
· Formal knowledge – university 
 
	Threats 
· I may face competition 
· Changes in the job market 
· Lack of qualifications
· Political decisions 






· You will need to explain the above SWOT in one to two paragraphs too. 
After completing my SWOT analysis, I realised that I have several strengths that would help me in my future career. My strongest qualities are my communication skills, reliability, adaptability and ability to learn quickly. I also enjoy working as part of a team and I am naturally caring and sociable. These strengths are important for a Cabin Crew role because the job involves communicating with passengers, working closely with colleagues and providing excellent customer service. My current role as a Teaching Assistant has helped me become more patient, organised and confident when dealing with different people and situations.
I also identified some weaknesses, such as sometimes lacking confidence, becoming nervous when speaking in front of others and occasionally being overcritical of myself. Recognising these weaknesses is important because it gives me the opportunity to improve them. I can build my confidence by practising public speaking, taking part in presentations and gaining more experience in customer-facing roles. I also have many opportunities available to me, including gaining new qualifications, developing my technological skills, using my ability to speak more than one language and benefiting from living in London, where there are many opportunities in the travel and aviation industry. However, I understand that there are also threats, such as competition for jobs and changes in the employment market, so I will continue developing my skills and experience to make myself a stronger candidate.


Evidence of Readiness 
In this section, you need to provide the evidence of readiness’s. 

I believe I am ready to progress into a professional role within the travel and aviation industry. I have already gained experience in customer-facing environments, including working as a Hotel Receptionist, a Customer Service Assistant and currently as a Teaching Assistant. These roles have helped me develop important employability skills such as communication, teamwork, organisation, problem-solving and adaptability.

I also hold a Level 3 qualification in Travel and Tourism, and I am currently studying a Level 4 Certificate in Business Skills for the Workplace. This shows that I am committed to continuing my education and improving my professional skills. In addition, I am eligible to work in the UK, available to travel and able to communicate with people from different backgrounds. These experiences and qualifications demonstrate that I am prepared to take on the responsibilities of a customer-focused role such as Cabin Crew.
Task 3 
Employability Goals 

· Write down your employability goals here. 

My main employability goal is to secure a Cabin Crew position with British Airways or another leading airline. I want to build a long-term career in the aviation and travel industry because I enjoy helping people, working in a team and travelling.
In the short term, I want to improve my confidence when speaking in front of others, strengthen my customer service skills and gain more experience in professional environments. I also want to continue developing my communication and problem-solving skills, as these are essential for working with passengers and colleagues.


In the medium term, I aim to complete my current Level 4 qualification, attend Cabin Crew recruitment events and apply for airline positions. I would also like to improve my knowledge of aviation safety procedures and customer service standards.
In the long term, I hope to become a successful Cabin Crew member, progress within the airline industry and continue developing professionally through further training and experience.











Personal Development Plan 
DEFINITION OF A PERSONAL DEVELOPMENT PLAN and why it is important (research)
What is the definition of a personal development plan?

According to the Cambridge Dictionary a personal development plan (PDP) is “a plan that helps someone think about their learning, performance and achievements, and plan for their personal, educational and career development.”

Based on what I understand a personal development plan is a document that helps people identify their goals, strengths, areas for improvement and the actions they need to take to achieve their personal, educational and career ambitions. It allows individuals to monitor their progress and stay focused on achieving their objectives.

Why is a personal development plan important?

A personal development plan is important because it helps people understand where they are now and where they want to be in the future. It encourages individuals to set realistic goals, improve their skills and identify any training or experience they need to achieve their career ambitions. Having a PDP also helps people stay organised, motivated and focused on their personal and professional growth.



	 
	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. I want to graduate from my CertHE Business course with high marks in the next three months by completing all my assignments on time and improving the quality of my academic work.  2. I want to continue gaining experience in my current job while improving my communication, teamwork and leadership skills.  3. I want to improve my CV and LinkedIn profile and apply for opportunities within the travel and tourism industry to begin building my future career.

	 

 1. I want to start studying a travel and tourism-related degree that will help me develop professional knowledge and prepare me for management roles within the industry.  2. I want to secure a part-time or full-time role in travel and tourism, such as working for a travel agency, airline or tour operator, to gain practical industry experience.  3. I want to become financially stable by increasing my savings and managing my income more effectively so I can work towards my future goals.
	

1. I want to work in a management position within the travel and tourism industry where I can use my leadership, customer service and organisational skills.  2. I want to have enough financial stability to buy my own home and become more independent.  3. I want to continue developing professionally by completing additional qualifications.

	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: 

Goal 1: Improve my academic writing, research and referencing skills to achieve higher grades in my assignments.  Goal 2: Develop stronger communication, customer service and time management skills through my current job and university work.  Goal 3: Learn more about the travel and tourism industry, including how travel agencies operate, holiday packages are created and how businesses attract customers.

	 
 
Goal 1: Develop leadership and management skills through university projects and work experience.  Goal 2: Improve my knowledge of marketing, finance and business planning to prepare for management positions or running my own business.  Goal 3: Build confidence using digital systems, Microsoft Office and travel booking software that are commonly used in the industry.
	 Goal 1: 
 
Goal 1: Continue improving my leadership and decision-making skills to prepare for senior management responsibilities.  Goal 2: Gain specialist knowledge in travel business management, entrepreneurship and customer relationship management.  Goal 3: Learn how to successfully establish including financial planning, marketing strategies and legal responsibilities.

	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 attend all my lectures, complete assignments before deadlines and ask lecturers for feedback so I can continue improving my work. I will continue working to gain practical experience and improve my professional skills. I will also update my CV and begin researching graduate opportunities within the travel and tourism industry.  
Completion: Within the next 3–6 months.
	 
I will apply for travel and tourism jobs and internships, continue studying and complete additional online courses that improve my leadership, marketing and business knowledge. I will create a monthly budget to increase my savings and prepare for future financial goals.  
Completion: Within 6 months to 2 years.
	 

I will continue gaining experience, take on more responsibilities at work, build professional networks and work towards management positions. I will also save consistently towards buying my own home.
Completion: Within 2–3 years.
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