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Task 1:
Two job roles i have chosen – Assistant manager
The two job roles i have chosen both have Assistant manager positions, however, they are in different industries. The first one is at Kwik Fit which is based within the automotive/fast-fit industry, while the other position is at the Porch House (Honeycomb Houses) is within the hospitality industry. Despite the different working environments, both job roles require many of the same management skills, in which leadership, communication, customer service, organization, and problem solving. 
 
Key skills and knowledge required:
One of the main skills required for an assistant manager is leadership. At Kwik Fit, the assistant manager will be expected to support the center manager within the wider team range so that the employees can perform effectively and provide a high standard of service. While the Porch House similarly is required someone who shall lead from the front, delegating tasks, training junior employees and motivate the team when during rush hours. This is required for the assistant manager to understand how to manage people, provide support and set the positive example for the team members.
Another important skill is customer service, Kwik Fit has a highlight of importance of delivering excellent customer experience of delivering excellent customer experienced and keeping the customers safe. Same thing with The Porch House, they expect the assistant manager to create a positive guest experience and to confidently deal with customer issues, therefore, the knowledge of customer expectations and how to handle complaints professionally is important within both positions.
Communication skills will also be require in both roles. as an assistant manager they need to communicate instructions clearly, work closely within the senior managers to make sure to communicate clearly, work closely together with senior managers and ensuring employees understand their responsibilities. 
key skills:
· Leadership and team management
· Communication
· Customer service
· Problem solving
· Decision making
· Organization and prioritization
· Delegation
· Accountability 
· Staff development
How could i use leadership in my future employment:
One skill which i will particularly use in my future employment is leadership. As an assistant manager i will have the responsibilities for supporting both the manager and the other members of the team. Having good leadership skills will allow me to motivate my colleagues, delegate tasks appropriately, and make sure is completed to the expected standard. For example, during a particularly busy shift, i shall use my leadership skills to identify in which tasks are most urgent and allocated within the right responsibilities based on each employee's strength. I shall communicate clearly with the team , and check their progress and shall provide additional support where necessary. If there's a problem that has occured, i shall remain professional and help the team find the right path solution in which will rather than allow the situation to go negatively and affect customers.
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Task 2:
Self- assesment: SWOT
	Strengths 
	Weaknesses 

	· Strong communication
· Customer skills
· Problem solving
· Attention to detail
· Teamwork skills
· Teamplayer skills
· Organised and able to prioritise tasks
	· Limited formal management experience
· Can take up on too many responsabilities
· Delegating tasks may initially be challenging
· Can improve confidence when making high-level decisions
· Industry specific knowledge may need developing.


	Opportunities 
	Threats 

	· Progress into an assistant manager position
· Developing staff management and delegation skills
· Learn from experienced managers
· Build experience across different industries
· Developing a stronger professional network

	· Strong competition for management positions
· More experienced candidates applying for the roles
· Pressure and stress associated with management roles
· Poor performance could affect the progression opportunities
· Failure to continuously develop could limit the career progression



Evidence of readiness:
Evidence of readiness would be my employment and personal advanced experience which can be demonstrated through my academic work and the feedback i have received from completing a mock interview. With these experiences, it has helped me identify the skills i have already possessed as well as areas in which i need to continue to develop before being able to progress towards being an assistant manager.
One of the important pieces of evidence shall be my participation within a mock interview. During this interview, i have been asked 5 questions covering areas such as my skills, strengths, weaknesses, and previous customer service experience. Before the interview i felt nervous and emotional because i was unsure how confidently i would answer the questions. Therefore, as the interview proceeded i became more comfortable and was able to communicate my past experiences effectively.
I have maintained my composure, spoke when required and responded to each question. This has demonstrated my resilience, communication and adaptability, which is very important employability skills due to employees and managers regularly have experienced situations where they must perform effectively under pressure.
After evaluating my performance i recognized that my communication was generally effective, however, some of my answers were not structured as clearly as they could have been. In particular i identified that i could improve by using the STAR technique, Situation, Task, action and result. While using this method, it shall allow me to provide more organized and detailed examples during future interviews. Recognizing this weakness has demonstrated that i am able to reflect on my own performance rather than assuming that there is nothing left for me to improve.
My previous work and customer service experience shall also contribute to my readiness for employment. Working within different environments and people has allowed me to develop communication, teamwork, organization, and problem-solving skills. these abilities have been transferable to an assistant manager position because managers need to communicate to employees and customers, responding to problems and enquiries and helping to ensure that that daily operations are completed and effectively done.
My academic work will provide further evidence of my personal development. Completing activities such as my personal swot analysis and having a personal interview reflection has encouraged me to evaluate my strengths and weaknesses more critically. Rather than simply identifying weaknesses i have also been able to consider how these can be improved. For example, being able to gain more leadership experience, improving delegation and becoming more confident when making decisions would give me a better understanding of where i stand and how well i am doing. 
The feedback and reflection from my mock interview have therefore been valued because it has given me a clearer picture of understanding what employers should expect from me. Moving forwards, i shall practice common interview questions, prepare examples from my previous experiences and structure my answers using STAR. i shall also continue developing my leadership and management skills through work experience and further learning.
Overall, i will believe i have demonstrated a good level of readiness towards employment because i have already possessed the importance of transferable skills including, communication, teamwork, customer service, problem solving, resilience and having an adaptability towards problems and environments. At the same time i have also recognized that employability will require continuous development. this is why i need to keep my ability to identify areas for improvement and create actions to address them demonstrates that i shall be prepared not only to enter future employment but also to continue developing towards my long-term goals of becoming a successful assistant manager.

Task 3:
Set employment goals:
Based on the weakness i have identified within my personal SWOT analysis, my main short-term goal is to improve my confidence, leadership and delegation along with interview skills. although i have developed strong communication, teamwork ethics and customer service, i currently have limited formal management experience. Therefore, over the next 6-12 months i would like to take on additional responsabilities within the workplace, such as supporting new employees, helping organize workloads and becoming more involved in decision making. This will allow me to gradually develop the confidence required to supervise others.
Another short-term goal shall be improving my interview technique. My mock interview demonstrated that i can communicate effectively, however, i have recognized that my answer could have been more structured, so in future tense i shall start using the STAR method when answering competency-based interview questions.
My long-term employment goal is to progress into an assistant manager position and eventually develop towards a more senior management role. This is important to me because i want a career in which provides opportunities for greater responsibility, continuous development and progression. Developing my leadership and management abilities will also help me to become a better aspect of myself while being prepared to manage employees, make decisions, and contribute to the overall performance of the business.

Personal Development Plan:
	Development area 
	action i will take

	Leadership 
	I shall volunteer for additional responsibilities and opportunities given to me while supporting or even guiding colleagues.

	Delegation 
	I will practice allocating appropriate tasks when given opportunities to be able to coordinate others.

	Interview skills 
	Practicing common interview questions while also using the STAR method and completing a mock interview.

	Management knowledge
	continuing my research of management techniques and completing relevant leadership or even management training.

	Confidence 
	I shall gradually take on unfamiliar responsibilities and contribute more to the workplace decisions for more understanding.



By following this plan, i will be able to turn the weaknesses identified within my swot analysis into areas of my strengths. i shall regularly review my progress and shall allow myself to adjust my goals to continue while also developing towards my future career as an assistant manager.
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Work with us

Ready to kick your fast-fit career into high gear? That’s what happens when you join us as an Assistant
Manager. Right from the off you'll develop your managerial skills so that you're ready to run your own
Kwik Fit Centre when the opportunity arises. If you've earned your stripes in the auto servicing trade,
joining us as an Assistant Manager will get you the recognition and support you deserve.

The Day to Day

You'll be involved in running all aspects of Centre business, supporting the Centre Manager and your team
so they can be at the top of their game and keep our customers safe on the road. You'll also role model
amazing customer service for colleagues as the walking, talking embodiment of our values. What are
these values? Don’t worry, they’re just things you do already if you're the right fit for us.

‘Who we're looking for

‘We want to meet people who are as ambitious about delivering great service as they are about their
careers. Maybe you'll have been an Assistant Manager elsewhere, or perhaps you'll be looking to step up.
Either way, you'll be used shouldering responsibility and will have worked your way up in auto repair or
fast-fit roles where you supported your team delivered amazing customer experiences. As much as we’'ll
support your development, you'll also be proactive in developing management behaviours like
accountability, curiosity and understanding—you know, the reasons why you're respected at work.
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Assistant Manager - The Porch House
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About The Role

We are looking for an Assistant Manager to join our friendly team. With a fantastic development program
and internal progression opportunities, Honeycomb Houses offers a great platform for you to build your
hospitality career.

To be a successful Assistant Manager you will display excellent interpersonal skills and be confident in
coaching and engaging the team, to get the best from all employees. You will have a hands-on
management style and always put the guest first, leading service excellence at all times.

‘What we are looking for:

Giving Back- You have passion and pride to support colleagues, our guests and the community. Guest
service and creating a fantastic experience is what gets you up in the morning and you are also confident
in dealing with any guests issues quickly resulting in the guest leaving happier than when they arrived.

Keep It Simple - You are able to prioritise tasks and delegate to others when required, leading busy shifts
with ease by communicating clearly and taking control.

Make It Fun - You can demonstrate a good level of self motivation, organisational and leadership skills,
setting a great example for the wider team, you lead from the front and are able to train junior team
members, pumping energy into the shift.

Do the Right Thing - You feel empowered to make a good decision, think on your feet and problem solve,
allowing you to resolve any issues across all departments of the business when necessary and always
strive to make things better. Be able to enjoy yourself and get along fantastically with fellow members of
our workplace family!

Trust- You are committed to delivering what you promised. Communicating openly and confidentiality
with the team and guests.




