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Task 1: Job Advert Comparison and Key Skills 
The two job adverts selected for this task are the Customer Service Advisor role at DX Network Services Limited (Totaljobs 2026) and the Customer Service Representative role advertised by My Talent Brand Recruitment Ltd (Totaljobs 2026). Both roles are based in Northampton and operate within customer-focused and fast-paced working environments. While the job titles differ slightly, both positions require similar responsibilities and skill sets, making them suitable for comparison. 
A comparison of these roles shows several important skills and knowledge areas required by employers. Firstly, communication skills are essential in both jobs. The DX role involves handling inbound and external customer queries, while the second role requires communicating with customers via phone and email. This highlights how important it is to communicate clearly, professionally, and confidently in customer service roles. Effective communication also helps to build trust and maintain positive relationships with customers.
Another key skill identified in both adverts is problem-solving and complaint handling. Employees at DX are expected to manage customer queries through to resolution and handle escalation issues. Similarly, the second role requires resolving customer complaints, returns, and discrepancies. This shows that employers value individuals who can stay calm under pressure and find effective solutions.
Both roles also emphasise teamwork and collaboration. At DX, employees work alongside operational and account management teams, while the My Talent Brand role requires liaising with production, dispatch, and sales teams. This demonstrates the importance of working well with others and contributing to a team environment.
Additionally, organisation and attention to detail are required in both roles. Tasks such as processing orders, updating records, and managing multiple responsibilities require accuracy and time management skills.
One key skill I could apply in my future employment is communication. Good communication helps build strong relationships with customers, reduces misunderstandings, and improves service quality. For example, in my previous role as a Customer Service Representative, I handled customer enquiries and ensured clear communication between customers and logistics teams. This helped improve customer satisfaction and reduced delays.
Overall, both job adverts highlight similar core skills, such as communication, teamwork, problem-solving, and organisation. These are essential for success in customer service roles and are transferable to many other professions, making them valuable for long-term career development.



Task 2: Self-Assessment and Readiness for Employability 
A SWOT analysis is a useful tool that allows individual to evaluate their strengths, weaknesses, opportunities and threats. By completing this analysis, I can better understand my current level of employment and identify areas for improvement.
Strengths
One of my main strengths is my strong communication skills. Through my experience in customer service and hospitality, I have learned how to interact with customers professionally, handle enquiries, and resolve complaints effectively. This has improved my confidence and ability to deal with different situations.
Another strength is my ability to work under pressure. In fast-paced environments such as warehouses and bars, I have managed high workloads while maintaining good performance. This shows that I am reliable and adaptable.
I also have strong teamwork skills. In my previous roles, I worked closely with colleagues to achieve shared goals. This has helped me develop good interpersonal skills and the ability to work in a team.
Additionally, I have good time management and organisational skills, I’m able to manage multiple tasks, meet deadlines and maintain accuracy in my work. For example, when handling customer orders and records, I ensured all information was updated correctly and on time.
Weaknesses
One of my weaknesses is my limited advanced IT and technical skills. Although I can use basic systems, I need to improve my knowledge of more advanced tools such as CRM systems and Excel.
Another weakness is my lack of leadership experience. I have not had many opportunities to lead a team or take on managerial responsibilities.
I also need to improve my academic writing and referencing skills, as these are important for university assignments and professional communication.
Opportunities
There are many opportunities available to help me develop. My university course provides access to knowledge, workshops, and career support. This will help me improve both my academic and professional skills.
I also have opportunities to gain more work experience, which will strengthen my CV and improve my confidence.
In addition, online courses and training can help me improve my technical skills, especially in Microsoft Office and customer service systems.

Threats
One major threat is the high competition in the job market. Many people apply for similar roles, so it is important to stand out.
Another threat is the constant development of technology, which means I need to keep learning new skills to stay relevant.
Evidence of Readiness for Employability
I can demonstrate my readiness for employment through my education and work experience. I am currently studying a Bachelor of Business Administration, which helps me develop knowledge in business, communication, and teamwork. Also, University helped me a lot to improve my writing skills and to be more confident in my work. In addition, attending university has helped me to believe in myself. 
My experience as a Customer Service Representative shows that I can work in a professional environment. I handled customer enquiries, resolved problems, and maintained records. I also worked with logistics teams, which improved my understanding of business operations.
My role as a Warehouse Operator helped me understand logistics processes and improved my attention to detail. Additionally, my experience as a Bartender helped me develop customer service skills and the ability to work under pressure.
I have also received positive feedback from colleagues and supervisors, highlighting my reliability, positive attitude, and strong work ethic. These qualities show that I am ready for employment and capable of developing further in my career.













Task 3: Employment Goals and Personal Development Plan 

Employment Goals
My short-term goal is to secure a full-time customer service or administrative job where I can gain more experience and improve my skills. This is important because it will help me build a strong foundation for my career.
My long-term goal is to progress into a management role within a business or customer service environment. This aligns with my interest in business management and will allow me to take on more responsibility.

Personal Development Plan
To achieve these goals, I will focus on improving my weaknesses:

· Technical skills: I will complete online courses in Microsoft Office and CRM systems within the next 3–6 months. I will measure progress by completing certificates and applying skills at work.
· Leadership skills: I will take on more responsibility at work, such as helping new employees or leading small tasks. Progress will be measured through feedback from managers.
· Academic writing: I will attend university workshops and practise referencing. Progress will be shown through improved grades.
· Work experience: I will continue applying for relevant jobs to build experience and develop professionally.

This personal development plan provides clear actions, timelines and ways to measure progress. By following this plan, I will be able to improve my weaknesses, build on my strengths and achieve my career goals.
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