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Task 1
Comparison of two job Receptionist Job advertisement 
[bookmark: _Int_k94X5G8a]The first position is an Office Assistant which provides administrative support (add the website) answering phones/emails, scheduling, filing, data entry, greeting visitors, managing supplies, and helping keep the office well organized and running smoothly. As for the second position, which is a part-time receptionist position (add on the website), provides to be the first point of contact for visitors and customers. The receptionist greets visitors, answers telephone calls, responds to emails, books appointments, manages the reception desk and provides administrative support. The role also requires excellent customer service and communication skills. Part-Time Receptionist mainly focus on customer service and front desk duties. Office Assistant Receptionist, which includes reception work plus extra office administrative responsibilities, makes it a broader role. 
Both job advertisements require similar skills, including excellent communication skills and computer service, organisational skills, and computer literacy. Employees must be able to answer telephone calls, greet visitors professionally, manage appointments, and use Microsoft Office software. They also need to work well as part of a team, manage their time effectively, and pay attention to detail to ensure the office runs smoothly. Both job roles require communication skills because communication is essential for both job roles receptionist and part-time assistant roles because these positions serve as the first point of contact for client, visitors, and callers. Clear, professional verbal and written skills enable accurate information sharing, efficient call handling, appointment scheduling, and directing inquires to the right people. Strong 
Communication builds a positive company image, solves issues politely, and ensures smooth coordination with staff. Even in part-time hours, consistent, friendly interactions maintain service quality and prevent misunderstanding. Without effective communication, errors increase, customer satisfaction drops, and workplace efficiency suffers in both full-time support and limited-hour roles. Effective communication helps assistant and part-time receptionists create a welcoming atmosphere, accurately relay messages, manage multiple-line phones, and support team coordination. It reduces errors and boosts client trust and ensures consistent service quality even during shorter shifts. 



Task 2  

               Self-Assessment Using a SWOT Analysis 


	Strengths 


	Weakness 


	· Time management 

· Communication skills

· Teamwork
	     - Overthinking 

    -  Public speaking 

    -  Impatience 






	Opportunities 
	Threat 

	· Location – I am based in London and have a range of work opportunities 
· Attending networking events
	· Location – because I'm a carer and cannot travel or move for work




This personal SWOT analysis evaluates my current position in relation to career development and job opportunities. It examines internal strengths and weaknesses alongside external opportunities. The goal is to gain clearer self-awarenesses, identity realistic next steps, and create a practical plan that aligns my abilities with available possibilities while respecting my personal circumstances.
Strengths 
My strongest assets centre on three interconnected areas: communication skills, teamwork, and time management. These qualities consistently support effective performance in a collaborative and structured environment. Communication is a core strength. I express ideas clearly in both written and verbal forms, listen actively, and adapt my style to different audiences. This ability helps me build rapport quickly, resolve minor misunderstandings before they escalate, and contribute constructively to meeting deadlines. 

Weakness
One of my weaknesses is overthinking. I sometimes analyse situations and details too much, which can slow down my decision and delay my actions. This can take simple tasks take longer than needed and sometimes causes unnecessary stress which I need to improve on that and I am working on this by setting clear time limits for decisions and focusing more on taking actions instead of over-analyzing every detail.
[bookmark: _Int_L8UY8VsZ][bookmark: _Int_JE3zJdlw]My other weaknesses is public speaking. I feel nervous and less confident when I have to speak in front of a crowded group of people’s or give formal presentations. This can make it harder for me to share ideas clearly in larger meetings. I’am working on this by practicing short presentations and speaking up more in smaller groups discussions to build my confidence. 
[bookmark: _Int_W3HWUo3d]I tend to be impatient because when tasks that are given to me or projects that are moving slowly that I expect I become frustrated this sometimes affects how I react in team situations. I am working on this by focusing on what I can control, staying calm and giving processes and people more time to progress. 

Opportunities 
I am based in London and have a range of work opportunities available in the area. This gives me access to many local job roles without needing to move. 
[bookmark: _Int_AQPIqVi4]Attending networking events is another opportunity. These events allows me to meet new people, learn about job openings, and build useful professional connections that can help my career. 

Threat 
Location can be difficult because I am a carer. This limits how far I can travel or whether I can move for a job, which reduces some of the work opportunities available to me. It also means I need roles with flexible hours or locations closer to home so I can manage my caring responsibilities. This can make the job search more challenging and may rule out positions that require long commutes or frequent travel. As a result, I must be more selective when applying for jobs and focus on roles that fit around my caring duties. This restriction can slow down my career progress and limit the types of positions I can realistically consider. 

Task 3
Employability Goals  
In the long term, I would like to secure a stable employment in the fashion industry after I finished my degree, where I can apply and further develop my administrative and organizational skills as an office assistant or in a similar support role. My goal is to become a reliable and valuable team member, contribute to the smooth running of daily operations, and eventually grow into more a more senior administration position within my own fashion company where I have my own business clothing branding.



Personal Development Plan 
Section 1
	Short-term
Time Frame

What to do 

I want to accomplish


Three to six months? 



	Mid-Term
Time
Frame


What do I want to accomplish in the next

Six months to two years? 
	Long-Term
Time 
Frame

What do I want to accomplish in the next two to three years ?  
	

	Build a strong portfolio with original sketches, digital designs, and mood boards.
	Complete an internship, assistant designer role, or freelance projects in fashion.
	Secure a full-time position as a Fashion Designer at a fashion brand or house.
	

	Learn or improve key design software Adobe illustrator, Photoshop.
	Develop technical skills in pattern making, sewing, and garment construction. 
	Design and produce my own clothing collections or capsule collections.
	

	Research current fashion trends. 
	
	
	

	
	
	
	




Section 2 
Skills and knowledge to learn 
 
	
	What specifically do I need to learn?
	What project do I need to work on? 

	




Goal 1
	Adobe illustrator & Photoshop for technical flats and digital sketches, freehand fashion illustration, basic pattern making, and fabric types/ properties.
	Create a professional fashion portfolio with at least 8-10 original sketches, 3 digital designs, mood boards, and fabric swatches. 

	





Goal 2
	Current fashion trends research sustainable fabric sourcing, and time management design deadlines 
	Design 5 pieces capsule collection (including sketches, colour  palette, and fabric choices) and prepare a short presentation.

	





Goal 3











	Basic sewing and garment construction techniques, plus professional communication for presenting designs.
	[bookmark: _Int_v7jlPOWO]Complete one full garment from initial sketch – Pattern final sewn piece and document process.













	
	
	



