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Task 1: Analysis of Four Job Adverts
The four job adverts chosen are Entry Level Sales Assistant (Hirematic), Retail Sales Assistant (SalesIQ), Café Assistant (Benugo), and Warehouse Operative (Greater London).

	Skills
	Job advert 1

	Job advert 2
	Job advert 3
	Job advert 4

	







	Entry Level Sales Assistant – Hirematic London SE18 6GD. Full-time

	Retail Sales Assistant – SalesIQ. Canary Wharf, East London (E14). Permanent- Part-Time
	Café Assistant – Benugo
London Bridge
Full Time/ Permanent

	Warehouse Operative – Greater London


	1:

Customer service





	Strong skills and confident face-to-face communication.
Give the best service for customer and make happy.

	Be customer focused, with passion for delivering outstanding customer service
experienced
	always maintained to the highest standard.
No compromise with quality of service.
	flexible and physically capable of handling goods

	2:

Teamwork



	Work together with fellow sales representatives to refine pitches and adapt them to each customer.
	Working within a lively and vibrant team. Manage a teamwork project is the key of sustainable and smoothly is very important.

	Dedication to exceeding customer expectations, and being a great team player are essential.

	Working as part of a team to ensure all parcels are processed on time

	3:

Confidence
	A positive, target-oriented mindset combined with a friendly and approachable helps you connect with customers 
	Energetic and outgoing personality.
Positive
Smally face 
Polite and breve.


	Efficiently take orders, prepare and serve a variety of coffee beverages, teas, and other drinks and to our standards

	Lifting, sorting, and stacking parcels quickly and efficiently to prevent blockages and delays.




	Knowledge
	Job advert 1

	Job advert 2
	Job advert 3
	Job advert 4

	1:

Health and Safety



	Help employees with health and safety procedures and training.

	Help ensure a safe and secure working environment for staff and customers
	Ensuring that food safety standards are followed at all times

	 Ensure the day-to-day operation of the warehouse complies with health and safety regulations


	2:


Product/Brand




	Product and service updates
	Meeting with customers to discuss different brands

	Prepare and serve a variety of coffee beverages, teas, and other drinks
	packing orders, loading and unloading goods

	3:


Technical/Operational Skills



	Sales techniques, handling customer queries
	Face-to-face sales, following client procedures
	Preparing drinks efficiently, using equipment correctly
	Lifting, sorting, stacking parcels efficiently



Task 2: Self-Assessment Using SWOT Analysis

A self-assessment helps to identify personal strengths, weaknesses, opportunities, and threats, and it is useful for understanding readiness for employment. Using a SWOT analysis, I have examined my skills and experience to evaluate my employability. One of my main strengths is excellent customer service, which I developed while working at Pound City and McDonald’s. In these roles, I assisted customers, answered questions, handled complaints, and managed long queues, often in busy and fast-paced environments. These experiences helped me learn how to remain professional and calm under pressure.

I also have strong teamwork and leadership skills. At McDonald’s, I led a team in the kitchen, trained new staff, and coordinated tasks with colleagues. This helped me develop the ability to plan, delegate, supervise, and support others effectively. Another key strength is my multilingual ability. I speak English, Italian, and Bengali, which allows me to communicate clearly with a wide range of customers and colleagues, especially in London’s diverse retail environment. Additionally, my work as a personal carer shows that I am reliable, patient, and responsible. In that role, I supported elderly and disabled people, managed their daily activities, and handled important tasks such as medication management, which required trust and dedication.

Despite these strengths, I have some weaknesses that I need to improve. My digital skills are not as strong as they could be. I need to gain more experience with advanced Excel functions, email management, and digital payment systems, which are increasingly important in modern retail roles (CIPD, 2021 Although I have practical work experience, I do not yet have formal retail or leadership qualifications, which may limit my ability to move into supervisory positions. In addition, managing time effectively when juggling multiple responsibilities is an area I am still developing.

There are several opportunities to improve and grow professionally. I can complete online training through platforms such as OpenLearn and Skills for Life, focusing on digital skills, customer service, and leadership (The Open University, 2023). Gaining qualifications like Level 2 Retail Skills or supervisory management courses can help me progress into higher positions. My SIA licence also provides opportunities to work in security roles, offering flexibility in my career. Furthermore, networking through work placements, mentoring, and volunteering can help me learn from others and enhance my professional skills.

At the same time, there are some threats to consider. Retail jobs are highly competitive, and many candidates have stronger digital skills or more qualifications. Increasing automation in stores, such as self-checkout systems, may reduce customer-facing opportunities. A lack of advanced digital knowledge could make it harder to compete with other applicants. Economic changes and seasonal variations in retail work may also affect job stability.

Overall, my experience demonstrates that I am ready for employment, with strong customer service, teamwork, and leadership abilities. With continued learning and development, I can address my weaknesses, take advantage of opportunities, and overcome potential threats to advance in my career.

Task 3: Employment Goals and Personal Development Plan (PDP)
This employee goals and personal goals development plan is designed to provide a structured road map for professional growth, performance improvement and
career advancement. it outlines key objectives, development priorities and actionable steps that will support the employee in reaching their potential. The plan also serves as collaborative tool that strengthens alignment between the employee’s aspirations and the organization’s goals.
I have created clear short-term (0-6 months), mid-term 
(6 month to 2 years), and long-term (2 – 5 years)
 goals to support my career progression. These goals focus on improving my digital skills, gaining qualifications, developing leadership abilities, and progressing into higher-level roles.
This employee and personal development plan (PDP) are a living document that evolves as the employee. Development priorities and maintaining open communication, both the employee and the organization can work together to achieve meaningful progress. The plan supports continuous improvement, builds confidence, and empowers the employee to reach their highest potential. 1\
 





	Objective 
	Time
	Activities
	Success criteria
	Resource 

	Short-Term (0–6 months)

Improve digital skills and Completion of Level 4 Cert HE Business Skills for the Workplace.
Fined new short courses and complete them which is help me on my career in future.

	Frome January to March 2026
	Complete online courses (Skills for Life, OpenLearn, LinkedIn Learning) practice using Excel and email.
Develop on career need extra skills and afford.

	Certificates achieved increased confidence in using digital tools.
More knowledge, more opportunity on career.

	Laptop, internet, online courses. community hub.

	Complete Food Hygiene Level 2.

First aid course at work (FAW) level 3.

	December 2025 to February 2026.

3 days (21 hours total -7 hours per day)
	Enrol in accredited training program complete course and assessment.
Necessary at work for leadership level. 
Adult CPR and AED are included.
	Certificate received able to follow food safety procedures.

Certificate received (valid for 3 years).
 Meets HSE requirement for workplace first aid provision.


	Collage, Online training.

Online assignment and offline classes.



	Enrolment to Level 5 Business Leadership

Develop communication skills
	From January 2026 to June 2026.
	Attend workshops practice customer interaction role-play scenarios
	Positive feedback from customers and colleagues
	Online training, workplace mentorship, practice environment

	
	
	
	
	

	Mid- Term 6 months – 2 years 
Gain leadership experience
	From 2026 to 2027 
	Work with team leaders assist supervisor with tasks; mentor new staff
	Positive feedback from supervisor able to manage small team tasks independently
	Workplace support, guidance from managers

	Apply for higher responsibility roles
	Probably June 2026 to until next step.
	Update CV search for higher-level positions; attend interviews
	Job applications submitted interviews attended, job offers received
	Careers websites, recruitment agencies, guidance from mentors

	Enhance teamwork skills
	From March 2025 to august 2026
	Participate in team projects collaborate on tasks; improve conflict resolution
	Positive peer and supervisor feedback effective team collaboration
	Workplace projects, mentor guidance, training resources

	Long-Term (2–5 years)
Progress into a manager or team leader role


Enrolment on to Level 6 Degree in Business


	Jan 2026






Feb 2025
	Take on formal leadership responsibilities manage teams mentor new staff

University application
	Successfully lead team positive performance evaluations.


Acceptance and progress
	Workplace support, management workshops, mentorship


University support

	Graduating from University with Degree
	Dec- 2028
	Complete assessments
	Degree achieved
	Academic resources



For short-term goals are effective way to quickly gain skills, switch career or boost professional development. 
Mid-term goals help to improve personal skills and smart work skills.
Long-term goals are very effective on personal life and significant planning and effort over an extended period, typically 2 year or more.
All geals are part of a meaningful personal life and professional booster.
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