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Task 1: Comparison of job adverts

Customer service adviser 
A customer service adviser is a professional who help customer by give information, support, and find solutions related to a company’ products or service when the customer need support. Customer service role is to ensure customer satisfaction and keep positive relationship between customer and the company.
Customer service responsibilities are responding to customer question through email, phone or in person. Resolving customer complaints professionally, explaining products, service and company policies. Their goal is to deliver a positive experience and meeting customer needs quickly and effectively and helping them to build loyalty and trust with company. (Spicuzza 1992).

	Job advert 
	Customer Service Advisor

	Customer Service Advisor

	Customer Service Advisor

	Customer Service Advisor


	 Key skills
	Demonstrating exceptional adaptability.
Displaying strong empathy, possess a growth and learning mindset. 
Have a collaborative approach to work, willing and able to work with other team members to complete tasks. 
Enjoys working in a fast-paced work environment, with the ability to work to tight deadlines

(Totaljobs 2025)
	Exceptional communication skills including negotiating and influencing, 
A flexible and adaptable approach, comfortable using your own judgment and initiative to make decisions in line with our company policies and pricing structures.






(Totaljobs 2025)
	Excellent written and verbal communication
A natural relationship-builder
Customer-focused with a warm, positive approach
Flexible, adaptable and collaborative
Enjoys working as part of a supportive team






(Indeed 2025)
	Collaborate with team members to improve service delivery and enhance customer satisfaction.
Follow up on unresolved issues to ensure complete customer satisfaction.
Respond to customer inquiries via phone, email, or chat in a professional and timely manner.





(Indeed 2025)

	
	
	
	
	

	Areas of knowledge
	Able to use MS office Outlook, Word, Excel. 
Answering calls and responding to clients' emails. 
Experience in service-related roles, and who is looking to develop their professional career in Financial Services and Wealth Management.

	A good level of computer literacy in MS Office packages.

Proven experience in a Customer Service role.

	Customer service experience
Confidence working across multiple customer contact channels (phone, email, chat or social)
A positive attitude and a commitment to delivering exceptional customer service.

	Previous experience in a customer service role is preferred, particularly within the financial services sector.
Retentions experience.
Strong analytical skills with the ability to assess situations and provide effective solutions.


	Common skills and knowledge
	Previous experience in customer service. able to use MS office. Answering calls and emails. Confidence working across multiple customer contact channels.
Excepting a good communication skill. Flexible, adaptable and collaborative skill. Enjoys working as part of a supportive team. Displaying strong empathy, possess a growth and learning mindset.





Task 2: Self-Assessment
Self-assessment is the act of evaluating your own performance to make adjustment that deepen learning and build up performance, skill, behaviours, and progress that have clear goals. Self-assessment is most beneficial for both achievement and self-regulated learning when used formatively with clear learning goals and guidance. (Andrade 2019).

What is student self-assessment
Self-assessment means student could cheek their own ability and answers on a multiple chaise test and grated themselves. They spot gaps between where they want to be, then choose ways to improve. It is more than self-marking and making well with standards bast on targets. (McMillan and Hearn 2008).

Define SWOT Analysis 
SWOT (strengths, weakness, opportunities, threats) Analysis is a strategic planning tool used to identify and evaluate organization, businesses, products, projects, and overall planning. The SWOT analysis is used to acknowledge the person or company about internal and external environment. Internal analysis used to identify strengths and weakness person or, company. And the external analysis identifies the opportunities and threats. (Sammut-Bonnici and Galea, 2015).

Personal self-assessment 
Throughout my learning journey and classroom experience, I have faced several challenges. Being accepted into university motivated me to reflect more deeply on my personal development. This reflection has helped me identifying my strengths, weakness, opportunities, and threats, and has continuous improvement. Overall, these experiences have shaped my development in multiple ways. 
 
Module impact 
Employability and Career Development module equipped essential skills, including:
· Improving self-awareness
· Exploring employment opportunities
· Recruitment and selection process
· CV and cover letter writing, Job interview preparation
· Mock interviews, Employment legislation, 
· Career development
· Alternatives after graduation and revision


	strengths
	Weakness

	· Good communication skills
· Time management skill
· Ability to learn quickly 
· Reliable and responsible positive attitude and willingness to improve 
· Adaptable to new situations

	· Sometime overthink decisions 
· Occasional procrastination
· Difficulty saying “no” which leads to overload 
· Need more confidence in unfamiliar tasks 
· Can struggle with log term focus 
· Technology skills 


	opportunities
	Threats

	· Taking courses to upgrade skills
· Networking or joining professional groups
· New technology or tools that make work easier 
· Growing industries creating new job paths
· Chance to take on leadership roles
	· High competition in the job market 
· Economic uncertainty
· Rapid technological changes
· Workplace politics or unstable 
Management
· Competitors in superior skills 
· Burnout from stress or heavy workload



Task 3: Set Employment Goals 
What are Employment goals? Employment goals are specific targets that individuals set to achieve in their careers. It can be long term, and short term, like developing new skill is short term skill. Loge term can be become a senior manager of the company. Set employment goals helps you to provide direction, motivation, and formwork for professional growth, help you to focus on your action and decisions to wish your career outcome. Coursera (2025)  

Personal Development Plan 

Personal development plan is a strategy written document that individual identify their long-term creativity goals. PDP is intentional strategic road map that form your goals in strengths areas and assess current skills and behaviours in clear set of action and timeline. This strategy shows your areas of your improvement and the action you will take to grow personally or professionally. Beausaert, Segers and Gijselaers (2011).

SMART Method
SMART Method is one of the popular method people use for setting their goals, this method makes your goal clearer and measurable to achieve. It stands for five categories specific, measurable, achievable, relevant, and time bound. Coursera (2025).

· Specific:       shows your goal totally clear 
· Measurable: calculates your goal
· Achievable:  shows your goal realistic
· Relevant:      shows your goal is relate to your dream 
· Time-bound: shows when you will achieve 










My Personal Development Plan 

Short term plan 

My personal development plan in short term to improve in these skills included build meaningful relationships and effective support network, time management consistency, building deeper technical and professional expertise. Overall, my learning journey in the classroom, I have developed my personal plan based on strengths and weaknesses. I have assisted myself in different ways. Learning constantly and improving my abilities through teamwork, lectures, and activities to improve my skills. Those skills will help me with scheduling, organizing tasks in my future career. Being in charges of my own and developing my personal plan brings interest in terms of my goals. Further to learn time management, and communication skill for evolution and personal ascription that will help me have more control in my career life.  

Long term plan

My long-term development plane is improving emotional intelligence, become a strong leader, build long term financial stability and develop a healthier lifestyle. Long term personal development mentions the continuous process of improving your skills, behaviour, and mindset, overall life direction in period time or several years. Sitting long term goals, developing habits and building cultural awareness that will lead my growth. Focusing on my deep changes, identity, values and leave of improvement.












	Development
Goals/
Objective 
	Activity / 
Task 
	Time 
	Resources 
	Outcome 

	Sometime overthink decisions 


	A life coach can help to learn structured thinking and emotional regulation tools.
	3 months 
	Appointment 
Finance 
Time 
	Clear headed 
Mindful 

	Occasional procrastination
	Use the 5-minute rule 
Use rewards for small progress
	1 month 
	Buy something you like
Time 

	Become productive
Diligent 

	Difficulty saying “no” which leads to overload 

	Pause before saying yes
Know your boundaries in advance. 
	6 months 
	Losing some friends
	Set boundaries
Confident 

	Need more confidence in unfamiliar tasks 

	Practice positive self-talk, body language matters.
	1 month
	Books 
Online courses 
Internet 
	Stronger self-belief 
Beter decision making 

	Struggle with long term focus 

	Monthly targets 
Weekly objectives
daily action steps
	3 months 
	Books 
Online courses 
Practices 
Internet 
	Long self-discipline 


	Technology skills 
	Register for basic MS
Excel 
Training on university
website
	2 moths
	Computer
Finance 
Internet
Time

	Skilled in 
Basic
Excel 
Certificate
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