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Task 1: Compare Job Adverts 
For this task, two job adverts for the role of Cleaning Supervisor were selected from online recruitment platforms such as Indeed and Totaljobs. Both roles are based in the UK and involve supervising cleaning teams in commercial environments.
 The first job advert emphasises responsibilities such as supervising cleaning staff, ensuring high hygiene standards, managing cleaning schedules, and conducting quality inspections. It requires candidates to have previous cleaning experience, good communication skills, and the ability to lead a team effectively. Knowledge of health and safety regulations is also essential.
 The second job advert focuses on similar responsibilities, including overseeing cleaning operations, training new staff, and maintaining compliance with company standards. It highlights the importance of time management, attention to detail, and the ability to work under pressure. In addition, it requires basic administrative skills, such as completing reports and monitoring staff performance.
 When comparing both adverts, several common skills and knowledge areas can be identified. These include team leadership, communication, health and safety awareness, time management, and attention to detail. These skills are consistent with employer expectations in service-based industries (CIPD, 2023).
 One key shared skill is communication. This skill is particularly important in the Cleaning Supervisor role because supervisors must interact with both staff and clients. Effective communication ensures that instructions are clearly understood and tasks are completed correctly (Robbins and Judge, 2017). It also helps resolve issues quickly and supports customer satisfaction.
 Furthermore, good communication contributes to a positive working environment and improves teamwork, which is essential for maintaining high standards in cleaning operations.
 In conclusion, both job adverts highlight similar expectations and demonstrate that a Cleaning Supervisor must possess both practical skills and strong interpersonal abilities. Communication stands out as a critical skill that directly impacts team performance and service quality.
 
Task 2: Self-Assessment and Readiness
To evaluate my employability and personal development, I conducted a self-assessment using the SWOT analysis framework, which is widely used to analyse individual strengths, weaknesses, opportunities, and threats (Gürel and Tat, 2017). This method allows me to reflect critically on my current abilities and identify areas for improvement in order to progress towards a Cleaning Supervisor role.
 
Strengths
 One of my key strengths is my practical experience in the cleaning industry, where I have worked for over three years. This experience has enabled me to develop a strong understanding of hygiene standards, workplace safety, and efficient cleaning procedures. I am confident in using cleaning equipment correctly and ensuring that all tasks are completed to a high standard. According to Armstrong (2020), practical experience is essential in developing workplace competence, as it allows individuals to apply theoretical knowledge in real working environments.
 Another important strength is my attention to detail. In cleaning roles, even small mistakes can affect the overall quality of work and customer satisfaction. I always ensure that every area is cleaned thoroughly and meets the required standards. This ability helps maintain consistency and reliability in my work performance.
 In addition, I have strong teamwork and communication skills. Working in a cleaning team has taught me how to cooperate with colleagues, share responsibilities, and support others when needed. I communicate clearly with team members to ensure tasks are understood and completed efficiently. These skills are important in creating a positive working environment and improving overall productivity.
 Furthermore, I am a reliable and hardworking individual. I take responsibility for my duties, arrive on time, and complete tasks within deadlines. My strong work ethic ensures that I can be trusted to maintain high standards even when working under pressure.
 
Weaknesses
 Despite my strengths, there are areas where I need to improve. One of my main weaknesses is my limited experience in a formal supervisory role. Although I have supported colleagues and helped organise tasks, I have not officially managed a team.
This means I still need to develop confidence in decision-making, delegation, and leadership responsibilities.
 Another area for improvement is my confidence in English communication, particularly in formal situations such as interviews or report writing. While I can communicate effectively in daily work situations, I sometimes lack confidence when speaking in more professional contexts. Effective communication is essential for leadership roles, as it helps ensure clear instructions and reduces misunderstandings (Robbins and Judge, 2017).
 Recognising these weaknesses is important, as it allows me to focus on improving them and becoming more prepared for a supervisory position.
 
Opportunities
 There are several opportunities available that can support my personal and professional development. One key opportunity is applying for a Cleaning Supervisor position, which would allow me to gain practical experience in leadership and team management. This would help me develop essential skills such as decision-making, organisation, and problem-solving.
 In addition, there are opportunities to attend training courses in health and safety, leadership, and communication. These courses can improve my knowledge and increase my confidence in managing a team. Continuous learning is important for career development, as it allows individuals to adapt to changes and improve their skills (Armstrong, 2020).
 Another opportunity is improving my English language skills through practice, online learning platforms, and communication in the workplace. Enhancing my language skills will increase my confidence and improve my ability to communicate effectively in a supervisory role.
 
Threats
 One potential threat is the high level of competition in the job market. Many candidates applying for Cleaning Supervisor roles may already have management experience, which can make it more challenging for me to secure a position.
 Another threat is the need to keep up with changing industry standards and regulations, particularly in health and safety. Employers expect high levels of compliance, and failure to meet these standards could impact job performance. Therefore, continuous learning and adaptation are necessary to remain competitive in the industry.
 Additionally, lack of confidence in communication could limit my ability to perform effectively in a leadership role if not improved. This highlights the importance of addressing my weaknesses through personal development.
 
 Evidence of Readiness
 My readiness for employability and career progression is demonstrated through my practical work experience and transferable skills. Over the past three years, I have consistently maintained high standards of cleanliness and contributed to a positive working environment.
 For example, I have successfully worked under pressure to meet tight deadlines, ensuring that all tasks are completed efficiently and to the required standard. This demonstrates strong time management and organisational skills, which are essential for a supervisory role.
 I have also supported new team members by helping them understand cleaning procedures and workplace expectations. This shows early leadership ability and my willingness to take initiative. By assisting others, I contribute to team performance and help maintain high standards.
 Furthermore, my positive attitude and willingness to learn demonstrate my commitment to personal and professional development. I actively seek to improve my skills and adapt to new challenges. According to CIPD (2023), employability is closely linked to continuous learning, adaptability, and the ability to develop new skills.
 Overall, my combination of experience, skills, and motivation indicates that I am ready to progress into a Cleaning Supervisor role. While I recognise that I still need to improve certain areas, I am committed to developing myself and achieving my career goals.
Task 3: Employment Goals and Personal Development Plan
Employment Goals
 My short-term goal is to secure a position as a Cleaning Supervisor, where I can develop my leadership, organisational, and communication skills. This role will allow me to take on greater responsibility, supervise a team, and ensure that high standards of cleanliness and hygiene are consistently maintained. It will also provide me with valuable experience in managing staff, organising schedules, and dealing with customer expectations.
 My long-term goal is to progress into a management role, such as a Facilities Manager. In this position, I would be responsible for overseeing operations, managing teams across different departments, and ensuring that all services meet organisational and regulatory standards. Achieving this goal will allow me to grow professionally and increase my contribution to the success of an organisation. Setting clear goals is important for career development, as it improves motivation, focus, and performance (Locke and Latham, 2002).
 
Personal Development Plan
 To achieve these goals, I have developed a personal development plan focused on improving my current weaknesses.
 Firstly, to improve my leadership skills, I will take on more responsibility in my current role by supporting colleagues, helping to organise daily tasks, and assisting new team members. I will also observe experienced supervisors to learn effective management techniques. In addition, I plan to attend training courses related to leadership and health and safety to improve my knowledge and confidence.
 Secondly, to improve my English communication skills, I will practise speaking English daily in the workplace, use online learning tools, and ask for feedback from colleagues and supervisors to identify areas for improvement.
 
Timeline
-	0–6 months: Improve communication and apply for supervisor roles
-	6–12 months: Gain leadership experience and complete training
-	1–3 years: Progress into a management role
 
Measuring Progress
 My progress will be measured through feedback from supervisors, increased confidence in communication, and successfully securing a supervisory position.
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