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     LCLM4005 Task 1 

	Skills
	Receptionist Kt Solicitors limited 
	Aesthetics Clinic Receptionist  Cobham clinic
	Receptionist/ Office support Graftingardeners Ltd
	Receptionist/Administrative Assistant Mount medical centre 

	1:
Excellent Customer service 






	· Greet visitor and direct them to the appropriate person or department 
· Most important is the ability to remain calm in a busy and sometime challenging environment and the sensitivity to deal with the patients kindly yet efficiently at all times  

	· Deliver an exceptional front-of-house experience for every client
· We are passionate about delivering exceptional clients experiences and maintaining the highest standards of professionalism and care
· Warm, personable, and able to build rapport quickly with a wide client base  
	· Be the first friendly point of contact for calls, emails and the occasional visitor, usually someone collecting logs
· Able to handle busy periods without getting flustered 
· Happy to help where needed

	·  Greet and assist visitor in a friendly and professional  manner 
· The ideal candidate will be the first point of contact for our clients and visitors, providing exceptional customer service while managing various administrative tasks
· Strong organisational skills with the ability to prioritise tasks effectively 

	2:

Phone etiquette 





	· Answer and transfer phone calls in a professional manner 
· Schedule appointments and manage meeting room bookings 

	· Handle all communication (phone, email, walk-ins) with clarity and confidence
·  Strong communication skills both in person and over the phone 


	· Confident and polite on the phone, with clear spoken English
· The role mainly involves answering calls and email, booking work in, and following with clients and quotes 
	· Answer and manage phone calls, ensuring excellent phone etiquette at all times
· Schedule appointments and manage calendars for team members as required 

	3:
Organizational Skills 






	·  Maintain office supplies and keep the reception area tidy
· Organisational abilities to manage multiple tasks effectively 
 

	· Keep accurate and detailed client records using clinic CRM system 
· Organised and detail-oriented with excellent multitasking skills 
	· Reliable and well organized 
· Able to stay organized when things get busy
	· Maintained an organized filing system for both physical and electronic documents
· Support other administrative staff with clerical tasks to ensure the office runs smoothly 
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	1:
Administrative 






	· Perform data entry task accurately and effectively 
· Maintain day to day chaps entries and assist accountant with incoming and outcoming funds 
	· Support the clinical and administrative team with scheduling, payments, and daily operations 
· Confident convert enquiries into bookings and promote treatment plans 
	· Help the rest of the office by passing on messages or redirecting calls when needed 

	· Familiarity with clerical procedures and office management practices 
· Ability to work independently as well as part of a team

	2: IT and Office knowledge 







	· Proficiency in Microsoft Office suite and Google Suite
· Familiarity with computerised system for managing appointments and records 
	· Tech-savvy- familiar with CRM system and online booking platforms
	· Basic computer skills, such as email and typing 
· Take down client details and what they need, and enter them into our system
	· Proficiency in using computer software 
· Excellent data entry skills with a keen attention to detail 


 
Task 2: 
SWOT Analysis:
 Strengths: I am a reliable and well-organised individual with strong time-management skills, allowing me to manage multiple tasks efficiently. I work well as part of a team and communicate positively with others to ensure tasks are completed smoothly. I am able to remain calm and focused in busy or pressured situations, which helps me maintain a professional approach and deliver a high standard of work at all times.

 Weaknesses: One of my weaknesses is that I am still developing my experience in a busy office environment, which means I sometimes need additional time to become familiar with new systems and procedures. However, I am keen to learn and take feedback positively, and I work hard to improve my skills and confidence. I am also learning how to handle challenging situations more effectively, and I am becoming more confident through practice and experience.
  
Opportunities: There are many opportunities for me to develop my skills and gain valuable experience in a professional office environment. This role would allow me to improve my administrative and IT skills, including managing appointments, handling correspondence, and using office systems confidently. It also provides the opportunity to develop strong customer service and communication skills by working with clients and colleagues. Through training and on-the-job experience, I can increase my confidence, professionalism, and understanding of workplace procedures, supporting my long-term career development.

Threats: Potential threats include working in a fast-paced and sometimes high-pressure environment, where there may be a high volume of calls, visitors, and tasks to manage at the same time. This could increase the risk of stress or mistakes if not managed carefully. There may also be challenges when dealing with upset or anxious clients, particularly in a professional setting. Additionally, competition from more experienced candidates and the need to adapt quickly to new systems or procedures could present challenges, requiring focus, resilience, and continuous improvement.

According to The University of Kansas SWOT analysis helps with decision making and planning. “The SWOT method was originally developed for business and industry, but it is equally useful in the work of community health and development, education, and even for personal growth.”  

Evidence of readiness: 
I am a loyal and committed person, as shown by my dedication to completing my university studies. I have successfully finished my first year of university and remain committed to continuing for the next two years. This demonstrates my ability to stay focused, reliable, and dedicated to long-term goals, even when challenges arise. 

I am an ambitious and motivated person who sets clear targets and works hard to achieve them. This is shown by my commitment to meeting my KPIs at work every day and reaching customers' satisfaction. 

According to ICS Learn it is important not to fear to start a new job and to try it, especially if the current job it is not satisfactory “Changing careers can feel like a mammoth task and it's a big step to take, but it will be worth it in the long run to have a career that you’re invested in rather than a job that simply pays the bills.” 

Task 3: 
Employment goals:
 According to Southern New Hampshire University, setting career goals will help guide you to the right destination. “ setting short- and long-term goals is the key to forming an achievable strategy for your career trajectory.” 

My short-term goals are to gain practical office experience, develop strong administrative and communication skills, and become confident using office systems while working effectively in a busy professional environment.

My long-term goals are to build a successful career in a professional office environment by gaining experience and developing strong administrative and organisational skills. I aim to progress into a more responsible role, such as a senior receptionist or administrative position, where I can support the team effectively and handle greater responsibility. 

These goals are important to me because they provide a clear direction for my development and help me understand where I am going and what I need to work towards.

Personal Development Plan: 
According to Oxford College it is a procedure where you reflect about your actions and career plan. “A personal development plan is a procedure where you reflect on yourself and your past achievements and plan for the future. It’s used to map self-development and career or academic progression” 

Weakness ( Limited experience in an office environment) 
Actions:
· Observe and learn office procedures and daily routines

· Ask questions and seek guidance from colleagues when unsure

· Take on more administrative tasks such as filing, data entry, and diary management

Timeline:
· Short term: 1–3 months

Resources Needed:
· Support from colleagues and supervisors

· On-the-job training

· Office systems and guidance documents

How Progress Will Be Measured:
· Increased confidence in completing tasks independently

· Positive feedback from supervisors

· Reduced need for assistance with routine tasks
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