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Introduction
Employability and career development are important for preparing individuals for work and future career growth. Employers look for people with good communication, teamwork, customer service, and digital skills. Understanding these skills helps individuals improve their job readiness.
This assignment reviews customer service job adverts, reflects on personal skills and experience, and sets clear employment goals through a Personal Development Plan. The aim is to show readiness for employment and identify ways to improve skills for future career success in the UK.
⸻ 
Task 1: Comparison of Job Adverts

For this task, four customer-service-related job adverts were reviewed: 
1. Customer Service Assistant – Supermarket 
2. Retail Customer Assistant – Clothing store 
3. Receptionist / Customer Support 
4. Business Administrator – Office support 
All four positions involve serving customers or supporting members of the public. Although each job is in a different working environment, the skills required are very similar. 
Across all adverts, communication skills were highlighted as the most important requirement. Employers expect staff to communicate clearly, whether speaking face-to-face, assisting customers over the phone, or writing simple messages and emails (CIPD, 2024). Clear communication prevents misunderstandings and helps create a smooth customer experience. 
Another shared expectation is a positive customer-service attitude. Employers want staff who are friendly, welcoming, calm under pressure, and professional even in difficult situations. This is especially important in retail and supermarket roles, where staff often deal with long queues, customer complaints, and people needing extra help. A positive attitude helps customers feel valued and encourages repeat business. 
Teamwork is also highlighted across all job adverts. Although tasks vary from shop work to reception duties, all roles require cooperation with colleagues. For example, supermarket staff support each other during busy times, receptionists share calls and direct visitors, and business administrators work closely with office teams. Teamwork ensures tasks are completed efficiently and customers receive good service. 
Digital skills are another essential requirement. Customer service jobs often involve using tills, card machines, scanners, emails, booking systems or spreadsheets. This shows that technology is now central to customer service and office work. Employers expect applicants to feel comfortable using technology and learning new systems when required. 
There are also clear differences between the roles. 
• The Receptionist advert requires professional phone handling, greeting visitors and managing appointments. 
• The Retail Assistant and Supermarket Assistant roles focus more on stocking shelves, checking prices, cash handling and maintaining store presentation. 
• The Business Administrator advert focuses on organising files, updating records and supporting office operations. 
Summary of Shared Skills Across All Adverts 
✔ Communication and teamwork 
✔ Customer care and professionalism 
✔ Organisation and problem-solving 
✔ Digital skills 
These adverts show what employers value most for customer-service positions and demonstrate the key transferable skills needed for my chosen career. 
⸻ 

Task 2: Self-Assessment & Employability Development 

A SWOT analysis helped me understand my strengths and areas for development. 
Strengths 
• Effective communication with different people 
• Experienced cashier – customer interaction and handling money 
• Reliable, punctual, hardworking, trusted by employers 
• Volunteering experience as secretary and treasurer (leadership, admin, public speaking) 
• Basic computer skills (Word, email, phone communication) 
• Positive attitude, good teamwork, and strong organisation from cleaning and church duties 
Weaknesses 
• English is my second language 
• Less experience in UK customer-facing roles 
• Sometimes shy when speaking in professional situations 
• Need more confidence using digital systems 
Opportunities 
• Workshops and training at university 
• Many customer service jobs available in retail and supermarkets 
• Volunteering helps improve communication and leadership 
• Online learning can strengthen digital skills 
Threats 
• Many applicants competing for customer service roles 
• Some employers prefer strong UK experience 
• Economic changes can affect job availability 
⸻ 

Evidence of My Employability Readiness 

My past experiences have prepared me well for customer-facing roles. During my two years as a cashier in the Philippines, I learned how to speak politely to customers, stay calm under pressure, and work quickly but accurately. I processed payments correctly, handled customer questions, and helped solve issues. This experience helped me build strong communication, professionalism, and problem-solving skills. 
In the UK, I have been working in private household domestic work since 2009. This shows consistency, responsibility, trustworthiness, and reliability. I also work in office cleaning since 2017, which requires punctuality, independence, and following workplace health and safety instructions. I interact with office staff, follow instructions, and complete tasks to a high standard. This environment helped me gain confidence in professional settings. 
For the past three years, I have volunteered as Secretary and Treasurer in a faith community (El Shaddai Charismatic Community, London). In this role, I welcome new members, answer questions, write announcements, manage financial records, organise documents, and help prepare events. This strengthened my communication, leadership, teamwork, and organisational skills. 
Overall, I believe I am ready for a Customer Service Assistant role in the UK. I still have areas to improve, especially English confidence and digital skills, but my experience shows dedication, hard work and strong motivation to progress into office roles (Smith & Taylor, 2023; Nalla, 2024). 
⸻ 

Task 3: Employment Goals & Personal Development Plan 
Short-Term Goals (0–12 months) 
• Secure a Customer Service Assistant job 
• Improve English speaking confidence 
• Learn to operate tills and customer service systems 
• Continue volunteering to build customer interaction skills 
Long-Term Goals (1–3 years) 
• Progress into a Business Administrator role 
• Improve digital skills including Excel and CRM systems 
• Complete a Business or HR qualification (CIPD) 
• Build a stable long-term career in the UK 
These goals support my future stability and career progression (CIPD, 2024). 
⸻ 


Personal Development Plan (PDP) 
	Development Area
	Actions
	Support/Resources
	Timeline
	Success Indicators

	English speaking confidence
	Attend English workshops and practise daily
	University support, online learning
	6 months
	Speaking confidently in customer roles

	Customer service skills
	Apply for Customer Service jobs
	Job websites, Careers Hub
	12 months
	Job secured

	Digital skills
	Online courses (Excel, CRM basics)
	LinkedIn Learning, Future Learn
	12 months
	Certificates achieved

	Professional confidence
	Join career events, practise interviews
	Careers Service
	6–12 months
	Perform well in interviews

	Organisation & time management
	Use planner and task lists
	University learning support
	
	












Plan Review 
I will review my progress every three months by checking how much I improved in English, confidence, organisation, and digital skills. This helps me stay motivated and recognise areas that still need work. I will also ask for feedback from my volunteering community and future workplace supervisors to understand my strengths and development needs. Regular review will keep me on track and ensure steady progress. By following this plan, I believe I can successfully move from cleaning work into customer service, and later progress into administration or HR positions as part of my long-term career path in the UK. 
⸻ 
Appendix A: Job Advert Summaries (4 Adverts) 
Advert 1 – Customer Service Assistant (Supermarket) 
• Serve customers at checkout 
• Handle payments and refunds 
• Help customers find products 
• Restock shelves and keep store clean 
• Skills: communication, teamwork, cash handling, customer care 
Advert 2 – Retail Customer Assistant (Clothing Store) 
• Greet customers and assist with product choices 
• Maintain store presentation 
• Operate tills and card machines 
• Handle returns and customer questions 
• Skills: customer service, product knowledge, patience, positive attitude 
Advert 3 – Receptionist / Customer Support 
• Answer phone calls and emails 
• Welcome visitors professionally 
• Book appointments and update records 
• Provide information to customers 
• Skills: communication, IT skills, organisation, professionalism 
Advert 4 – Business Administrator 
• File documents and manage schedules 
• Support office staff with admin tasks 
• Update spreadsheets and electronic records 
• Communicate with clients or suppliers 
• Skills: organisation, accuracy, IT skills, teamwork 
⸻ 
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