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Task 1; Job advert Analysis-key skills Requirement two different jobs customers advisor/ restaurant supervisor
For this task, I have selected customer service advisor. The role involves helping customers, resolving enquiries related issues, processing orders, and providing excellent service both person and over the phone. Delivering Cars to the customer selected drop off areas. The most widely emphasised common skill is customer service excellence, requiring the ability to adapt communication style to different people, manage expectations, and resolve queries calmly. Other shared requirements include attention to detail – essential for checking vehicle condition and completing paperwork accurately – and awareness of health and safety when moving vehicles or guiding customers on the forecourt.
 In my future role, I would use active communication and customer focus at every stage of the collection and drop-off process. For example, when a customer arrives to collect their vehicle, I would greet them warmly, explain all key features and controls clearly at a pace they are comfortable with, and confirm they understand warranty terms and maintenance requirements. If delays occur – such as final checks taking longer than planned – I would inform them promptly, explain the cause, and offer regular updates to maintain trust. For drop-offs, I would listen carefully to any concerns they raise about the vehicle, carry out joint condition checks openly, and ensure all handover notes are agreed before they leave. This skill would help me build positive relationships, reduce misunderstandings, and ensure customers feel supported and valued, directly contributing to repeat business and positive reviews for the dealership.
Even though the roles are in different industries, there are significant overlaps. The most prominent common requirement is strong communication and interpersonal skills, used to guide customers, answer queries, and resolve issues effectively. Other shared skills include attention to detail – vital for checking vehicle condition or taking food orders correctly – and adherence to health and safety rules, which applies both to forecourt safety and food preparation standards. The most significant common skill, highlighted strongly in the supervisor advert, is conflict resolution and customer care under pressure.
 Task B: Self-Assessment and Evidence of Employability Readiness

Self-Assessment using SWOT analysis. To evaluate my suitability for the role of Showroom Customer Adviser (Vehicle Collection & Delivery), and to identify areas to grow, I have completed a SWOT analysis:
Strengths; Strong interpersonal and communication skills, developed through part-time customer service work and group projects.
Reliable and organised, with a track record of meeting deadlines and managing tasks efficiently.
 Good attention to detail, important for checking vehicle condition and completing paperwork accurately.
Calm under pressure, able to stay professional when handling enquiries or unexpected situations.
 Basic IT proficiency, comfortable using email, databases and standard office software. 
Weaknesses; Limited direct experience in the automotive sector, so I have less knowledge of vehicle specifications and dealership systems.
 Occasionally hesitant to ask questions when unsure, which could slow down processes.
 Need to develop more confidence explaining technical details clearly to non-technical customers.
 Opportunities; Dealerships often provide full product and process training, so I can build automotive knowledge quickly.
 Gaining this role will allow me to develop leadership and operational skills similar to those required for a Restaurant Supervisor position.
 Local training courses in customer service or vehicle maintenance are available to boost specialist knowledge.
Building experience could lead to progression into team leader, handover specialist or showroom management roles.
Threats; The automotive industry is competitive, with many applicants applying for entry-level positions.
 Changes in technology or electric vehicle features mean I will need to keep updating my knowledge continuously.
Economic uncertainty may affect customer demand and recruitment levels in the sector.
 Candidates with previous automotive experience may have an initial advantage.
 My key strengths align closely with the core requirements of both roles I compared: communication, customer focus, organisation and reliability. The weaknesses I have identified are mostly knowledge-based or habits I can improve with practice and guidance, rather than fundamental gaps.
Task B; Evidence of Readiness for Employment and Personal Advancement
 I have built transferable skills and a strong work ethic through education, work experience and other activities, which show I am ready to progress into professional employment: Academic Achievements
I have completed a Level 2 Diploma in Customer Service, where I achieved a Merit grade. This course covered effective communication, handling complaints, health and safety, and legal requirements for customer-facing roles. For my final project, I designed a customer journey map for a service-based business, identifying areas to improve clarity and efficiency – a skill I will use when guiding customers through vehicle collection and drop-off. I also completed modules in ICT and Business Studies, which gave me practical experience of record-keeping, following procedures and using digital systems accurately. Teachers have noted my consistent attendance, willingness to take feedback on board, and ability to work independently or as part of a team.
 Work Experience
I have worked full-time as a front-of-house assistant in a busy restaurant Subway at M25 for 6 years, which has given me direct insight into the skills required for a Restaurant Supervisor role and the transferable skills needed for my target career. My responsibilities included greeting customers, taking orders, handling payments, resolving minor complaints and supporting new staff members. On several occasions, I covered supervisor duties when the manager was absent: organising shift rotas, checking stock levels, ensuring food hygiene standards were met, and managing customer queries during busy periods. Feedback from my manager highlighted that I am “polite, reliable, able to stay calm in high-pressure situations, and naturally good at building positive relationships with both customers and colleagues”. This experience has prepared me to deal with face-to-face interactions, follow compliance rules, and balance multiple tasks – all essential for managing vehicle handovers professionally. Extracurricular Activities  This has improved my ability to adapt to different people and situations, plan ahead, and work flexibly. I also recently completed a first aid at work course, which means I understand basic safety procedures and can respond appropriately in an emergency – a valuable skill on a vehicle forecourt. I have also taken part in college employability workshops, covering CV writing, interview techniques and workplace equality, which have helped me understand professional expectations and how to present myself effectively.
Overall, while I am new to the automotive industry, I have a solid foundation of relevant skills, a strong attitude to learning, and proven experience of delivering high standards of service. I am eager to build my specialist knowledge, develop my confidence further, and work towards taking on more responsibility in the future.
Task 3: Employment Goals and Personal Development Plan 
Employment Goals
Based on the weaknesses identified in my SWOT analysis, I have set clear short-term and long-term goals aligned with my ambition to become a professional Showroom Customer Adviser and eventually progress to a leadership role like a Restaurant Supervisor.
Short-term goals (0–12 months):
· Secure a Showroom Customer Adviser role and complete all company induction and product training within the first three months.
· Build working knowledge of vehicle specifications, handover procedures and dealership systems to confidently explain features and paperwork to customers.
· Develop the confidence to ask for clarification when unsure and improve how I prioritise tasks to avoid overcommitting myself.
These goals are important because they will fill my knowledge gaps, ensure I work safely and accurately, and build the trust of colleagues and customers from day one.
Long-term goals (1–3+ years):
· Progress to a senior or team leader position, taking on extra responsibility such as training new staff or supervising collection/drop-off schedules.
· Gain enough automotive expertise to answer technical questions clearly and support customers with more complex enquiries.
· Work towards formal qualifications in customer service or vehicle operations to underpin my practical experience.
These align with my desire to build a long-term career, apply the leadership skills I developed in hospitality, and grow into a role where I can support both customers and a wider team. 
Personality test;
Personality type; ENFJ-T (Protagonist)
Traits; Extraverted-67%, Intuitive- 73%, Feeling-53%, Judging-89%, Turbulent-51%
Role; Diplomat
Strategy; Social Engagement












