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Task 1. Comparison of job adverts (draft):

Customer service advisor- Call center/ retail 
· Communication, patience, problem solving, teamwork, IT literacy 
· Company, products/ services, handling customer queries
Administrative assistant (Office Role)
· Key skills: Organization, time management, Microsoft Office skills, accuracy
· Knowledge: Filing systems, scheduling, office procedures
Sales assistant (retail store)
· Key skills: Customer service, persuasion, teamwork, handling cash/card payments.
· Knowledge: Product knowledge, sales techniques
Receptionist (Front desk)
· Key skills: communication, telephone handling, organization, interpersonal skills
· Knowledge: Booking systems, front-desk procedures, basic It
Why these Jobs: They are entry level roles, so adverts will be short and clear. They overlap in key skills (communication, customer focus, teamwork, IT). They also have unique differences (e.g., receptionist- phone handling, admin- office systems, sales- persuasion).

Task 1- Comparison of Four Job Adverts

For this task, I have compared four entry-level job adverts: Customer Service Advisor, Administrative Assistant, Sales Assistant, and Receptionist.
Across all four job adverts, several key skills are common. Strong communication skills are consistently highlighted, whether through dealing with customers in person, over the phone, or via email. Teamwork is another recurring requirement, as each role involves working with colleagues to provide an efficient service. Similarly, all adverts emphasize the need for basic IT literacy, particularly with Microsoft Office packages, email systems, or booking software. Organization and time management also feature strongly, as these roles demand efficiency in handling multiple tasks.
Despite these similarities, there are also unique skills and knowledge areas associated with each role. The Customer service advisor role stresses the importance of problem- solving and resilience when dealing with challenging enquiries. The Administrative Assistant role focuses more on accuracy, data, entry, and familiarity with office systems such as spreadsheets and filing. The Sales Assistant advert places greater emphasis on persuasion, product knowledge, and meeting sales targets, showing a stronger commercial focus. Meanwhile, the Receptionist role requires confidence in telephone handling, diary management, and creating a positive first impression for visitors, reflecting its front-facing nature.  
In terms of knowledge, all roles require some understanding of customer service principles, but each context differs: sales require product awareness, admin requires procedural knowledge, and reception work requires front-desk processes.
Overall, these adverts demonstrate that while core transferable skills- such as communication, teamwork, and IT competence- are valued across different sectors, employers also expect specialized abilities tailored to the specific job function. This comparison highlights the importance of both developing strong general skills and tailoring one's knowledge to the requirements of a chosen profession. 

Task 2- Self Assessment
To evaluate my personal strengths and areas for development, I have conducted a SWOT analysis based on the skills and knowledge identified in four- entry level job adverts. 
Strengths: 
One of my key strengths is communication, both verbal and written. I am confident speaking to customers and colleagues, and I can adapt my tone depending on the situation. For example, in previous part-time roles, I have interacted with members of the public, ensuring they feel supported and listened to. Strong communication is consistently identified as one of the most important employability skills (CIPD, 2021). Employers also stress that communication directly improves customer satisfaction and service quality (Robles, 2012)
Another strength is my organization and time management. I manage my academic deadlines effectively and balance coursework with part-time work. This mirrors the demands of an administrative assistant role, where tasks such as scheduling and filing require strong attention to detail. Effective time management is linked to higher performance and productivity in the workplace (Mindtools, 2023). Employers value employees who can prioritize tasks effectively (National Careers Service, 2022). 
Finally, I have good IT literacy, with experience using Microsoft Word, Excel, and email systems. This skill is transferable across all four job roles, and digital skills are now as important as literacy and numeracy in many careers (World Economic Forum, 2020). 
Weaknesses:  
One weakness I recognize is a lack of confidence under pressure. For example, when faced with complaints or difficult customers, I sometimes become anxious. This could affect roles such as Customer Service Advisor or Sales Assistant, where resilience is essential. Research highlights that managing workplace stress is vital for maintaining performance (Health and Safety Executive, 2022). Stress management is also closely linked to long-term employability (Smith and Nicol, 2018). 
Another weakness is limited professional experience. While I have part-time work and academic achievements, I have not yet had extensive office-based employment. This means I may initially struggle with more advanced administrative systems or telephone procedures. Work experience is widely seen as one of the best ways to gain job readiness (Jackson and Wilton, 2016).
Opportunities:
I have several opportunities for development. Firstly, i can improve my confidence by seeking roles that involve customer interaction, gradually becoming more comfortable handling pressure. Training courses in customer service or conflict resolution would also strengthen this skill. Continuous professional development (CPD) is a key driver of long-term career success (Eraut, 2004).
Secondly, I can expand my professional knowledge by completing online courses in business administration or digital tools such as Excel and booking systems. This will prepare me for administrative and receptionist positions. Online learning has become an increasingly important tool for skill development (Allen and Seaman, 2017).
Finally, networking and guidance from mentors, tutors, and colleagues will provide feedback and opportunities for progression. Mentoring is proven to help individual develop both confidence and employability (Megginson and Clutterbuck, 2017)
Threats:
The main threat i face is competition in the job market. Many applicants for entry- level roles may already have more direct experience. This could make it harder to secure positions without further training. Graduate employability studies show that competition is one of the biggest barriers to job success (Tomlinson, 2017)
Another potential threat is the fast pace of technological change. Employers expect staff to adapt quickly to new systems. Which could be challenging without continuous learning (OECD, 2021). The demand for digital adaptability is expected to increase significantly in the future workforce (World Economic Forum, 2020).
Finally, balancing work and study commitments could affect my ability to dedicate enough time to developing all the skills required. Research shows that balancing multiple commitments is a common challenge for early- career workers (Smith and Nicol, 2018).
Evidence of Readiness:
Despite these challenges, I have clear evidence of readiness for employment. Academically, I have successfully managed assignments and group projects, which show teamwork, organization, and communication. Group work is proven to develop collaboration, leadership, and negotiation skills (Johnson and Johnson, 2009).
From part time retail work, I have developed customer service skills, such as greeting customers, handling transactions, and assisting with enquiries. Retail work is often cited as a strong foundation for employability, as it builds transferable customer- focused skills (Brown, 2010).
Extracurricular activities have also developed transferable skills, for instance, taking part in group activities has improved my collaboration and leadership abilities. Feedback from teachers and peers often highlights my reliability and positive attitude, demonstrating qualities valued by employers. Employers often view soft skills such as reliability, adaptability    and teamwork as equally important as technical knowledge (Andrews and Higson, 2008).
Overall, while i have areas for growth, i possess the core skills and personal qualities that make employable and ready for professional development.
Task 3- Employment Goals and Personal Development Plan
Building on my self-assessment, I have created clear employment goals and a personal development plan (PDP) that address my weaknesses and help me progress toward full employability.



Employment Goals:
My main short-term goal (6-12 months) is to gain employment in a customer facing or administrative role, such as a Customer Service Advisor or Administrative Assistant. This goal will allow me to apply my existing communication, organization, and IT skills while building confidence in professional environments. Securing initial employment, is essential for gaining workplace experience and enhancing employability (Tomlinson, 2017)
A key focus within this short-term goal is to improve confidence under pressure and enhance my ability to deal with challenging customers or fast-paced environments. Studies show that exposure to real-world work experience helps individuals develop emotional intelligence and resilience (Goleman, 2018). By gradually gaining more responsibility, I can strengthen my ability to remain calm and professional in difficult situations. 
My medium-term goal (within 1-3 years) is to progress into a senior administrative or customer service role, such as team leader or supervisor. To achieve this, I plan to complete relevant training in customer service management or office administration, such as an NVQ or CPD- accredited short courses. Continuous professional learning enhances both confidence and career progression (Eraut, 2004).
In the long term (3-5 years), my goal is to secure a stable position within a company that offers development opportunities- for example, in administration, HR, or office coordination. I aim to combine customer service experience with organizational and leadership skills, Long-term career planning is crucial for maintaining motivation and achieving sustained employability (Arthur and Rousseau, 1996).    





Personal Development Plan (PDP)
To achieve these goals, I have created a structured personal development plan outlining specific actions, timelines, and resources. 
	Area for Development
	Action to Take 
	Resources Needed
	Timescale 
	Measure of success

	Confidence under pressure
	Attend a customer service and resilience workshop; practice handling complaints in role-play exercises 
	Online CPD courses, feedback from mentors 
	Withing 6 Months
	Improved confidence when dealing with customers (self- evaluation + feedback)

	Limited professional experience 
	Apply for part-time or internship roles in admin or customer service 
	Job sites, networking, careers centre 
	3-6 Months
	Securing employment or placement experience 

	IT and system knowledge 
	Complete an online course in Microsoft Office and database management 
	Microsoft Learn, LinkedIn Learning
	6-12 Months
	Certificate or completion and practical use of skills

	Career progression skills
	Attend career development sessions and seek mentorship 
	Career advisor, workplace mentor
	1-3 Years
	Regular performance feedback and progression 

	Balancing commitments
	Develop a time-management routine using planner tools
	Apps (e.g., Trello, Google Calendar)
	Ongoing
	Consistent achievement of deadlines and reduced stress


         
Developing a PDP encourages structured reflection, planning, and accountability (Cottrell, 2015). It helps turn weaknesses into opportunities for improvement while aligning actions with professional ambitions.
Feedback and reflection are also key elements of PDP. Receiving constructive feedback from supervisors or mentors will help me monitor progress and identify new learning needs. Reflective practice encourages self-awareness and adaptability (Kolb, 1984).
To maintain long-term growth, i intend to engage in lifelong learning through online platforms such as Coursera or FutureLearn. Lifelong learning supports career flexibility and adaptability in changing labour markets (OECD, 2021).
Finally, I will review and update my PDP every six months to ensure it remains relevant to my progress and industry changes. Regular review cycles are recommended for maintaining effective personal development (Armstrong, 2014).
Conclusion:
My employment goals and PDP are designed to address my current weaknesses- particularly confidence under pressure and limited experience- while building on my strengths in communication, organization, and teamwork. Through training, reflection, and experience, I will enhance my employability and progress toward a stable and fulfilling career. 
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