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[bookmark: _Toc233808057]Task A – Comparison of Two Job Adverts and Key Skills 
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Figure 1- Job ad 1
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Figure 2- Job ad 2

For this exercise, I chose two job postings involving driving and manual labour: a Removal Porter/Driver position with a removals and storage firm in Wolverhampton, and a Trade Counter Assistant/Driver position with a construction supplies company in Birmingham. Both positions entail driving, physical labour, and client contact.

The Removal Porter/Driver job advertisement underlines that candidates must be physically fit to transport large and heavy household and office items. It emphasises duties such as wrapping and safeguarding furniture, packaging objects for transfer or storage, and managing delicate items including glass, artwork, and antiques. The advertisement also emphasises the need of working in small and big teams, according to safe packing and loading processes, and being prompt and reliable. It requires a complete driving license, some driving experience, and removal experience. This demonstrates that businesses are searching for safe and confident drivers who can execute difficult physical activities and collaborate safely with others.
The Trade Counter Assistant/Driver advertisement emphasises a combination of warehousing, customer service, and driving responsibilities. The main responsibilities include serving clients at the trade counter, monitoring stock in the warehouse, receiving products, housekeeping, loading and unloading vehicles, making deliveries, and preparing items for dispatch. The advertisement emphasises the importance of having a clean driving record, being dependable, and having a good work ethic. The firm rewards individuals who can take responsibility, learn quickly, and contribute in a fast-paced setting, indicating potential for advancement into management positions.

There are some shared skills and knowledge areas between the two advertisements. Both positions demand a complete, clean driver's license and the ability to drive safely. Both need physical health and confidence in manual handling jobs including lifting, loading, and unloading things. Both positions need time management and timeliness since deliveries and duties must be completed within specified time frames. Furthermore, both advertisements emphasise the necessity of collaboration and good customer service, since employees must connect with coworkers and interact cordially with customers while representing the firm.
Customer service is one of the major skills highlighted in both advertisements. In my future job as a driver or warehouse operator, I may utilise this talent to greet clients respectfully, listen closely to their requirements, and explain what I'm doing during the removal or delivery. My prior experience as a cab driver has helped me build a polite and professional attitude toward customers, which I may apply to future employment by staying cool, courteous, and helpful even in difficult situations. Good customer service will help me create trust with clients, stimulate repeat business for the organization, and foster a great working atmosphere among colleagues.

[bookmark: _Toc233808058]Task B – Self‑Assessment and Evidence of Readiness 
A personal SWOT analysis, which examines my strengths, weaknesses, opportunities, and threats in connection to my professional aspirations, is a good tool for assessing my work preparation (University of Aberdeen, 2020). This framework allows me to think on what I can already give an employer and where I need to develop. It also connects my personal characteristics to external labour market elements, which is useful for developing realistic career paths (CIPD, 2026).

[bookmark: _Toc233808059]Strengths
One of my key qualities is my dependability and excellent work ethic. In both my Uber cab driving employment and my former profession as a machine operator, I constantly arrived on time, worked entire shifts, and followed orders. This demonstrates that companies can rely on me to perform well in tough settings. Another significant asset is my practical knowledge of machine operation, basic vehicle checkups, and manual handling. These abilities are immediately applicable to jobs like removal porter/driver and trade counter assistant/driver, which demand safe driving, loading and unloading items, and keeping work environments clean and tidy.
I also have good time management and customer service abilities. As a taxi driver, I utilise navigation software to plan routes, manage trips effectively, and ensure that clients arrive on time. At the same time, I retain a nice and professional demeanour, which contributes to a great client experience. Another quality of mine is my capacity to interact with individuals from many cultural backgrounds by speaking Amharic, Tigrinya, Arabic, and English. My qualities enable me to excel in team-based and customer-facing professions that need strong communication skills, timeliness, and professionalism.
[bookmark: _Toc233808060]Weaknesses
However, I notice many flaws that, if not addressed, would impede my growth. One shortcoming is my comfort in written English, particularly for academic work and official papers like application forms or reports. I occasionally fail to explain myself well in writing, which might slow down jobs requiring paperwork or written communication. Another limitation is my lack of recent experience in warehouse or trade counter positions. Although I have previous manufacturing experience, I have been away from this setting for some time and may need to refresh my knowledge of current health and safety standards and stock control methods.
Another shortcoming is my digital abilities, particularly with newer warehouse and logistics technology like portable scanners and inventory software. Many firms increasingly demand employees to utilise digital systems to monitor items and update data, and this trend is increasing (Youth Employment UK, 2022). If I do not enhance these abilities, I may struggle to adapt to technology-driven employment.

[bookmark: _Toc233808061]Opportunities
There are also several chances that can help me improve professionally and personally. My current Certificate of Higher Education in Business Skills for the Workplace teaches organised communication, problem-solving, and organisational skills that are appreciated in many occupations. Research shows that integrating academic learning with job experience might improve students' career preparedness and results (Smith et al., 2024). Continuing my education while working part-time allows me to gain theoretical knowledge and practical skills.
There are also chances in the local job market for driving, warehousing, and logistics positions, particularly among businesses who respect dependability and a desire to learn. Some businesses provide on-the-job training or opportunities for advancement to supervisory jobs, aligning with my long-term goal of increasing responsibility. There are free or low-cost training choices available, including online courses for health and safety, manual handling, and digital skills. Using these chances, I will be able to correct my inadequacies and strengthen my CV.
[bookmark: _Toc233808062]Threats
At the same time, I need to be mindful of any external dangers. Competition for entry-level and semi-skilled employment, such as driving and warehouse work, can pose a challenge, especially amid economic instability. Another challenge is the rapid rate of technology innovation in logistics and warehousing, which includes more automation and digital tracking systems. If I don't keep up with digital skills, I risk falling behind as organisations modernise. Another hazard is that personal duties or financial demands may limit the time I have available for supplementary training or unpaid experience, slowing my progress.
	Strengths
	Weaknesses
	Opportunities
	Threats

	Dependable, punctual, and hard-working, with experience completing shifts responsibly in demanding roles.
	Written English needs improvement for academic tasks, application forms, and formal workplace documents.
	Current CertHE studies are helping to build communication, organisation, and problem-solving skills that support employability.
	Competition for entry-level and semi-skilled jobs can make it harder to secure work quickly.

	Practical experience in machine operation, vehicle checks, manual handling, and safe working practices.
	Limited recent experience in warehouse or trade counter roles, so some skills may need refreshing.
	Local driving, warehouse, and logistics jobs may provide routes into work and progression opportunities.
	Fast changes in logistics technology mean workers need to keep updating their digital skills. 

	Good time management, route planning, and customer service skills developed through taxi driving work.
	Limited confidence using newer digital systems such as handheld scanners and stock control software, which are increasingly relevant in warehouse work.
	Free or low-cost training in health and safety, manual handling, and digital skills can strengthen job readiness and CV quality. 
	Automation and digital tracking systems may reduce opportunities for workers who do not adapt to new tools and systems. 

	Multilingual communication skills in Amharic, Tigrinya, Arabic, and English, which support teamwork and customer-facing roles.
	Confidence may be affected when applying for roles that require strong written communication or updated warehouse knowledge.
	On-the-job training and workplace learning could help build experience and support progression into more responsible roles. 
	Financial pressures or personal responsibilities may reduce the time available for extra training or unpaid experience.



[bookmark: _Toc233808063]Evidence of Readiness for Employability and Personal Advancement
Despite these hurdles, my experiences demonstrate my readiness for job. My experience as a machine operator demonstrates my ability to operate equipment safely, adhere to protocols, and collaborate with others to achieve production goals. My present job as a taxi driver illustrates that I can manage my own time, plan routes, and provide excellent customer service to a diverse spectrum of clients. These responsibilities demonstrate that I can accept responsibility, work independently, and remain cool under pressure.
My continued higher education studies in business skills contribute to my own progress. By improving academic and transferable skills and doing a SWOT analysis on my strengths and weaknesses (Scope, 2025), I demonstrate that I am actively working to improve my employability.
[bookmark: _Toc233808064]Task 3 – Employment Goals and Personal Development Plan 
According to my SWOT analysis, the most crucial areas for improvement are my limited recent warehouse experience, digital abilities, and the need for a more defined professional growth path. Improving these skills will enable me to compete for driving and warehouse tasks, and assist my long-term goal of advancing to more responsibility positions in logistics. According to career advice, defining specific objectives based on recognised deficiencies is critical for effective personal development planning (CMI, 2016).

[bookmark: _Toc233808065]Employment Goals
My short‑term goals (within 6–12 months) are to:
1. gain updated hands‑on experience in warehouse or removals work
2. build confidence with digital tools such as handheld scanners, inventory systems and basic IT packages
3. develop core supervisory skills such as delegating tasks and supporting colleagues.
My long-term aspirations (3-5 years) are to get a permanent post in logistics, such as warehouse operator or driver with additional duties, and ultimately advance to a team leader or coordinator position. According to Hays (2023), aligning short-term skill improvement with long-term career goals might help individuals maintain motivation and attention.
[bookmark: _Toc233808066]Personal Development Plan
To attain these objectives, I shall take three major steps. First, I will seek part-time or agency work in warehouses, removals, or logistics to gain practical experience and improve my knowledge of current health and safety and stock management standards. Second, I want to take short online courses in digital skills and warehouse management systems, as well as practise utilising any software available at my employment or via my studies. Third, I will seek feedback and informal coaching from more experienced coworkers or bosses to learn about leadership characteristics. Good PDP practice suggests monitoring progress on a frequent basis and changing activities as appropriate, such as every three to six months (Prospects, 2019). By following this plan, I aim to strengthen my skills, increase my employability and move closer to my long‑term career goals.

[bookmark: _Toc233808067]Reference list
CMI (2016) Personal development planning checklist 092. Chartered Management Institute. Available at: https://www.managers.org.uk/wp-content/uploads/2020/04/CHK-092-Personal_Development_Planning.pdf 
CIPD (2024) SWOT template. Chartered Institute of Personnel and Development. Available at: https://www.cipd.org/globalassets/media/knowledge/knowledge-hub/factsheets/pdfs/swot-analysis-template-2024.pdf 
Hays (n.d.) Personal development plan | Career advice. Hays. Available at: https://www.hays.com.au/career-advice/career-development/personal-development-plan 
Prospects (2019) Good personal development planning (PDP) and reflective practice. Prospects Luminate. Available at: https://luminate.prospects.ac.uk/media/04a93900-3897-4877-9a42-96807df3a2f2/hecsu-research-can-digital-notebooks-improve-graduate-employability.pdf 
Scope (2025) SWOT analysis. Scope UK. Available at: https://www.scope.org.uk/advice-and-support/personal-swot-analysis 
University of Aberdeen (n.d.) SWOT analysis grid. University of Aberdeen Careers and Employability Service. Available at: https://www.abdn.ac.uk/careers/resources/tags/205/ 
Youth Employment UK (2022) Download this SWOT analysis worksheet to understand your skills, strengths and weaknesses. Youth Employment UK. Available at: https://www.youthemployment.org.uk/download-this-swot-analysis-worksheet-to-understand-your-skills-strengths-and-weaknesses/ 
Smith, D. (2023) ‘The relationship between student employment, employability-building activities and graduate outcomes’, Journal of Further and Higher Education, 48(1), pp. 14–30. Available at: https://doi.org/10.1080/0309877X.2023.2253426 

image1.png
Trade Counter Assistant/Driver

Enterprise Building Products Limited &
‘Walmer Way, Birmingham B37 7UX

Permanent, Full-time

Full job description

Enterprise Building Products supply a range of uPVC building products to both
trade and DIY. Due to continued growth, we have a vacancy for a Trade Counter
Assistant / Driver at our Chelsmley Wood (B37 7uX).

This is a very much hands on and physical role and has excellent potential to lead
to future management roles. Experience is preferred but not essential as full
training will be given to the right candidate, but you must have a full clean UK
driving licence and above all, have a passion and hunger for success.

Duties include:-

Serving on trade counter

Stock checks in the warehouse
Receiving goods in

Housekeeping in the warehouse
Carrying out deliveries

Loading / unloading of vehicles
Taking telephone orders

Liaising with customers [ suppliers
Preparation of goods before dispatch.
Summary

As a Warehouse Operative on the day Shift, you will be essential in ensuring the
efficient operation of our warehouse. Reporting to the Warehouse Supervisor,
your primary responsibilities will include receiving, storing, and distributing
products while maintaining a clean and organized workspace. A valid driving
licence is required to assist with transportation tasks. Your core skills in inventory
management and safety protocols, along with relevant experience in material
handling, will be vital in supporting our logistics team and meeting our operational
goals. Join us to contribute to a dynamic and fast-paced environment.

Job Types: Full-time, Permanent
Pay: £12.71 per hour
Benefits:

* Company pension
* On-site parking

Licence/Certification:
* Clean Driving Licence (required)

Work Location: In person
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Removal Porter/Driver

‘Agb Removals and Storage Itd - Wolverhampton
£13.50 an hour

Apply with Indeed

Contract - Candidates must be over 21years old. Must be
punctual and reliable.

Job Role - Must be physically fit as required for moving
heavy/large household and office furniture and other items
to new premises or via storage. Working in small through to
large teams. Will need to have DBS check.

Role and Responsibilities - Household removals or
relocations. Office removals or relocations. Taking goods
into or out of storage. Large specialist projects such as
moving hospital, library or school equipment. Moving
specialist fine art and furniture.

Day to Day - Safely packaging items before removal or
storage. Wrap & protect furniture into special wrappings
and packing cases for shipping. As a specialist packer, you
might go to a location before the move to wrap and pack
delicate items, like china, glass, artwork and antiques. Using
packaging to protect fragile items such as computers or
antiques.

Additional pay: Bonus scheme, Tips. Schedule: 10 hour
shift. Experience: Driving 1year (preferred)
Licence/Certification: Full driving Licence with maximum
of 6 points.

Job Type: Full-time
Pay: £13.50 per hour
Expected hours: 30.0 -50.0 per week
Benefits:
« Company pension
Experience:
* Removal: 3 years (required)

Work Location: On the road




