








MODULE: EMPLOYABILITY AND CAREER DEVELOPMENT
ASSIGNMENT TITLE: PORTFOLIO OF WRITTEN TASKS


Table of Contents
Task 1	3
Selection of Job Adverts and Identify Key Skills	3
Task 2	5
Self-Assessment	5
Evidence of Readiness	7
Task 3	7
Employment Goals	7
Personal Development Plan	9
References	10



[bookmark: _gk16k3bcrfbv][bookmark: _Toc237457741]Task 1
[bookmark: _qt8x6ijc4w2m][bookmark: _Toc237457742]Selection of Job Adverts and Identify Key Skills
The chosen field of work is a waiter/barista in the hospitality industry. The selected job adverts at Millers Kitchen in Carshalton and Boulangerie Bon Matin Ltd in London demonstrate that employers want a combination of customer-oriented, practical, and interpersonal skills.
Millers Kitchen requires a welcoming, trustworthy, and keen front-of-house worker who is capable of preparing coffees and any other beverages, serving the customers with a warm welcome, taking orders and payments, keeping the front tidy, and offering assistance to the kitchen as needed (LinkedIn, 2026b). At least experience as a barista is required, although weekend availability is a requirement. Consequently, experience in the preparation of beverages, collecting payments, tidiness, system, and front of house operations are also important.
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Figure 1: Job advert of Millers Kitchen
(Source: LinkedIn, 2026b)
Similarly, Boulangerie Bon Matin Ltd focuses on passion, enthusiasm, and flexibility. Previous hospitality experience and interaction with customers are key requirements that are identified in the advert (LinkedIn, 2026a). It also reveals the desire to grow skills, advance in the business, and become a part of the management team. Therefore, flexibility, lifelong learning, and knowledge of hospitality service are positive factors in terms of employment.
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Figure 1: Job advert of Boulangerie Bon Matin Ltd
(LinkedIn, 2026a)
There are a number of similarities between the two adverts. Customers and their friendly attitude are of particular importance, as it proves that the main focus of the profession is on the skill to comprehend the needs of the guests and introduce a friendly atmosphere (Silva et al., 2025). Employers of both are also keen on enthusiasm, flexibility, and experience in hospitality, and weekend availability being a depiction of the requirements set on hospitality work. However, Millers Kitchen has more focus on operational roles as compared to Boulangerie Bon Matin, which focuses more on professional growth and advancement.
[image: ]
Table 1: Comparison of two job adverts 
I already have some experience welcoming guests with open hands, suggesting the menu, and making sure that they feel satisfied and that I address their concerns at Soho House. The most important skill that I would use in my job in the future is customer service. I would take these skills and apply them to ‘professional hearing’, with ‘correct information’, a professional reaction to complaints, and the needs of the customer to apply these skills in the future as a waiter/barista (Klouvidaki et al., 2023). It also demonstrates a lack of experience in accepting orders to take food and drink and conveying dietary restrictions at Iver Curry. Further training on this skill will enable me to gain customer loyalty, work in a team, and prepare to be more responsible, which will assist in employability and career development.
[bookmark: _f0iddyf8umn8][bookmark: _Toc237457743]Task 2
[bookmark: _463wr6eibmjd][bookmark: _Toc237457744]Self-Assessment
SWOT is an organised way of analysing my self-condition in terms of ‘employability’ and what I have to work on to become increasingly ‘competent’ in the hospitality industry.
Strengths
I have gained experience at Soho House working with customers by welcoming them, suggesting menu options, inquiring about satisfaction, and addressing issues. At Iver Curry, I properly received orders for food and drinks, shared the order about the diet with kitchen staff, and cooperated with colleagues in the kitchen and bar (Asher et al., 2022). My strength areas are ‘customer service’, ‘communication’, and ‘teamwork’. It has also helped in enhancing my ‘communication skills’, ‘presentation skills’, ‘time management’, and ‘organisational skills’ through ‘group projects’ and meeting ‘assignment deadlines’ as a ‘Business Management Foundation Year student’. These experiences have shown my ‘customer orientation’, ‘attention’, and ‘teamwork’ skills. My employability is also supported by my ‘positive attitude’, ‘reliability’, ‘readiness to learn’, and good ‘working ethics’.
Weaknesses
My core areas of development are restricted specialist barista experience and a lack of supervisory or management experience. Despite my relevant hospitality knowledge, the chosen advert at the Millers Kitchen does favour barista experience. I have to embed my practical experience of coffee and beverage preparation. My exclusive needs are to have a chance to acquire leadership and decision-making skills before advancing to management.
Opportunities
The waiter/barista positions offer chances to acquire theoretical knowledge of hospitality and customer-service practices (Vuksanović et al., 2025). The skills gap may be filled through barista training and learning in the workplace. In addition, the Boulangerie Bon Matin focuses on skills development and growth into management. This practical development can be enhanced by my Business Management training, which will enhance my organisational and management skills.
Threats
The possibility of other candidates with improved ‘barista skills’ and ‘managerial training’ for the job would influence my chances of being hired in a better position (Gastélum-Chavira et al., 2024). Constant learning is also needed to keep up with ‘customer expectations’ and the dynamic aspect of the hospitality industry. Filling the gaps in my specialist skills is important for my career advancement.
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Table 2: Self-assessment by SWOT
My academic and hospitality background comprises a robust foundation. This can be reinforced through further necessary training in barista skills and leadership, improving my ‘employability’ and ‘advancement’ to management.
[bookmark: _g40n37oa0554][bookmark: _Toc237457745]Evidence of Readiness
I am currently undertaking a Business Management Foundation Year at the University of Wales Trinity Saint David. My employability readiness is shown in academic development alongside experience and transferable skills in hospitality. I have engaged in ‘group work’, ‘presentations’, and submitted ‘assignments’. The activities have helped build my ‘communication’, ‘teamwork’, ‘time-management’, and ‘organisational’ skills (Zamiri and Esmaeili, 2024). They also have shown how to be in a whole situation and keep it together even when under pressure, and it is necessary in a quiet hospitality setting.
My individual strengths also demonstrate my willingness to work and develop. These attributes are my ‘positive attitude’, ‘willingness to learn’, ‘strong work ethic’, ‘reliability’, and ‘dedication’ (Wang et al., 2023). These are essential qualities since hospitality needs people who are flexible to the needs of the customers, work collectively, and are adherent to professionalism. My academic and workplace experience make me a good choice to become a waiter/barista.
I have also had experience in the workplace, which supports my evidence of readiness to work. I have been employed at ‘Soho House’ as a waiter, where I welcomed guests and helped them with their ‘menu selections’, ‘advised’, ‘asked about’ their ‘satisfaction’, and addressed their ‘concerns’ and other requests. The experience shows how I can be professionally communicative and customer-focused. I correctly took ‘food’ and ‘drink’ orders and noted any special dietary needs and informed the kitchen staff at Iver Curry (Tien et al., 2024). I also joined kitchen and bar workforce colleagues to facilitate smooth service. These roles portray ‘teamwork’ and a sense of how to run a restaurant well. Other key skills have been pointed out, including ‘hospitality’, ‘customer service’, ‘restaurant procedures’, ‘health and safety’, and ‘handling cash’.
To achieve personal growth, I realise that employability must be constantly maintained. The transferable skills that I already have are good, but I require more specialist ‘bar skills’ and ‘supervisory experience’ (Rogers and Velasquez, 2026). These areas will enhance my level of competitiveness and equip me with bigger responsibilities. Though the available evidence does not give any specific mentor or peer assessment, my academic endeavours and actual work experience in the job market offer viable evidence of readiness. I am ready to feel effective and to be further developed towards the opportunities of supervisory and management within hospitality.
[bookmark: _krbx71betz1g][bookmark: _Toc237457746]Task 3
[bookmark: _ggd6z2fr9we2][bookmark: _Toc237457747]Employment Goals
In the long term, I have a vision to have a part-time job as a waiter/barista and learn to be a barista, especially in preparing coffees and beverages. This goes directly in line with my SWOT-defined weakness, which is limited specialist barista experience, that is balanced by my hospitality and customer-service capabilities. My future ambition is to advance to a supervisory or management role in the hospitality industry in one to two years. In the coming months (3-6 months), I want to acquire more ‘practical experience’ and get ‘feedback’ about the work with ‘senior colleagues’ and ‘supervisors’. This is crucial since I would like to expand on my ‘Business Management foundation year’ and ‘experience’ in hospitality, with the acquisition of ‘leadership’, ‘organisation’ and ‘operation skills’. These objectives are aligned with my career dream of realising increased ‘responsibility’, ‘growth’ and ‘progress’ in the hospitality industry.
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Table 3: Employment goals 
[bookmark: _hss2jctx61l4][bookmark: _Toc237457748]Personal Development Plan
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Table 4: Personal Development Plan
My Personal Development Plan will emphasise the lack of experience in baristas and management. The goals I will use to measure progress will be standard beverages on my own to the correct standard. After 3 months, I will experience practical ‘barista training’ to enhance the creation of ‘coffee’ and ‘beverages’ using an ‘appropriate course’, ‘online studies’, and ‘on-the-job instructions’ (Dailami et al., 2025). Within 3 to 6 months, I will also find frequent occasions to apply these skills in a hospitality location and have advice given by senior colleagues or supervisors. I will pursue more workplace roles to acquire ‘leadership’, ‘organisation’, and ‘decision-making’ skills with the help of hands-on experience and managers. Supervisor feedback and accomplished performance of assigned tasks will be used as measures of progress. Within 1-2 years, I will seek supervisory positions, which will assist me in long-term career development in hospitality management.
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Goal Timeline Key actions Rationale
To secure | 3.6 months | Application for hospitality jobs | Build specialist
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Barista and Waiter / Waitress
Millers Kitchen - Carshalton, England, United Kingdom
2 weeks ago - @ Be among the first 25 applicants.

“ See who Millers Kitchen has hired for this role
Apply &

Only Apply if your able to travel to us or live close by. Experience is preferred as a

barista.

We're hiring, Barista & Front of House team member.Friendly, reliable, and
enthusiastic person to prepare coffees and hot drinks, serve customers warmly,
take orders and payments, keep the front area clean and organized, assist the
Kitchen when needed.Experience as a barista preferred, with great customer
service skills.Weekend availability required, shift is 7 AM to 4 PM. We're closed
Mondays.
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Barista and Waiter / Waitress
Boulangerie Bon Matin LTD - London, England, United Kingdom
2daysago - @ Be among the first 25 applicants.

w See who Boulangerie Bon Matin LTD has hired for this role
Apply 2

We are looking for a passionate, enthusiastic and flexible person to join our team!

The ideal candidate loves customer interaction, has experience in hospitality and
iis excited to join a growing independent bakery. There will be the opportunity to
progress and develop your skills, and even join the management team. Weekend

availability is required.

We have four bakeries, and are hoping to open more in the future, so are looking

for people who want to grow with us.

If this sounds like you, please get in touch
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Key ski

area

Millers Kitchen

Boulangerie Bon Matin

Customer service Warm service Customer interaction
Hospitality Front-of-house experience Hospitality experience
Attitude Friendly, reliable Passionate, enthusiastic
Flexibility Weekend availability Flexible, weekend availability
Development Barista skills preferred Skill development
Teamwork Kitchen support Team environment





