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Task 1 
After looking at two job advertisements for cleaning management jobs, I found some important skills needed for these roles. The first job is an Operations/Area Manager. The main tasks are managing staff and contracts, checking the quality of cleaning, communicating with clients and dealing with complaints. The job also needs computer skills, previous experience, COSHH knowledge and a driving licence.
The second job is a Cleaning Manager at MBC Cleaning Ltd. The main tasks include planning cleaning work, managing staff, communicating with clients, helping with recruitment and training, and managing budgets and stock. Good communication, leadership and organisation skills are important. The manager also needs to work under pressure and be flexible.
Both jobs are similar because they need good communication, management and organisational skills. They also require previous experience, COSHH knowledge and a driving licence. Both managers need to provide a good service and solve problems.
I think communication is one of the most important skills for my future job. A manager needs to speak with clients and employees every day. Good communication can help me solve problems and build good relationships. I can improve this skill by gaining more experience, listening to people and practising communication in professional situations.

References
Indeed (2026) Operations/Area Management Job Advertisement. Available at: https://uk.indeed.com/viewjob?jk=14c8e3d63ee4e00a&hl=en (Accessed: 17 August 2026).
Indeed (2026) Cleaning Manager Job Advertisement – MBC Cleaning Ltd. Available at: https://uk.indeed.com (Accessed: 17 August 2026).


Task 2 
Find a definition of SWOT – RESEARCH and why SWOT is important (research)
A SWOT analysis is a simple way to look at my strengths, weaknesses, opportunities and threats. It can help me understand what I am good at and what I need to improve.
	Strengths  
· Good communication and customer service skills
· Good organisation and time management
· Attention to detail
· Over 5 years of cleaning and housekeeping experience
· Ability to work independently and as part of a team
· Experience with Airbnb, private and industrial cleaning
· Basic leadership and supervisory skills

 




	Weaknesses

· My confidence can sometimes be low
· My English level is B1, so I sometimes need more time to explain myself
· I have limited experience in management positions

	Opportunities 
·  I am currently studying CertHE Business Skills for the Workplace at University of Wales Trinity Saint David
· I can improve my business and management skills through my studies
· I can gain more experience in the UK cleaning and hospitality sector
· I can develop my English and become more confident when communicating with clients and managers



 
 
 
 
 
 
 
 
	Threats 
· Financial problems can affect job opportunities
· There can be strong competition for cleaning and management jobs
· Changes in the cleaning and hospitality industry could affect employment opportunities 



· You will need to explain the above strengths and weaknesses in one  to two paragraphs too. 
One of my main strengths is my work experience. I have over five years of experience in cleaning, housekeeping and laundry. I have worked with Airbnb apartments, private homes, hotels and industrial cleaning. This experience has helped me develop good organisation and time management skills. I also have good attention to detail because cleaning requires high standards and careful work. I communicate directly with clients in my current job, so I have experience dealing with requests and feedback. I can also work independently and as part of a team.
One weakness I want to improve is my confidence. Sometimes I can feel less confident when I need to speak English with clients, managers or other people in a professional situation. My English level is currently B1, but I am studying at university and using English in my work every day. This gives me an opportunity to improve my communication skills and become more confident. In the future, I would like to improve my English, develop my management skills and gain more experience in a management position. I believe that my work experience and current studies will help me become ready for future employment and career development.

Evidence of Readiness 
· In this section, you need to provide the evidence of readinesses. 
I believe I am ready for future employment because I have over five years of experience in cleaning and hospitality. My work has helped me develop good communication, organisation, time management and teamwork skills. I also have experience working with clients and following health and safety procedures.
I am currently studying CertHE Business Skills for the Workplace at University of Wales Trinity Saint David. This is helping me improve my business knowledge and prepare for future management opportunities. I also want to improve my English and confidence to become more successful in my future career.

Task 3 
Employability Goals 

· Write down your employability goals here. 
My main employability goal is to find a job as a Cleaning Supervisor or Cleaning Manager. I want to use my previous cleaning experience and develop my management skills.
My goals are to:
· Improve my English and communication skills.
· Develop my leadership and management skills.
· Gain more supervisory experience.
· Improve my computer and Excel skills.
· Build my confidence at work.
· Progress to a management position in the cleaning or hospitality sector.


Personal Development Plan 
DEFINITION OF A PERSONAL DEVELOPMENT PLAN and why it is important (research)
A Personal Development Plan is a plan that helps a person identify their goals and the skills they need to improve. It is important because it helps me stay organised, track my progress and prepare for my future career.

	 
	Short-Term Time Frame  
 
What do I want to  
accomplish in the next  
three to six months? 
 
	Mid-Term Time Frame  
 
What do I want to  
accomplish in the next  
six months to two years?  
	Long-Term Time Frame  
 
What do I want to  
accomplish in the next  
two to three years?  

	Section 1 - My Goals   
  
What are my overall goals that I want to accomplish in this time period?  
 
  
 
Example: become a Student Affairs Officer; learn computer graphics  
 
 
 
	 1. Improve my English communication skills.

2. Complete all my university assignments successfully.

3. Improve my time management and study habits.
	1. Improve my English to communicate confidently.

2. Continue my university studies and develop my business knowledge.

3. Gain more professional experience.
	1. Complete my degree successfully.

2. Secure a full-time job in my chosen field.

3. Continue developing my professional and leadership skills.

	Section 2 - Skills and Knowledge to be  
Learned  
 
What specifically do I need to learn? What project do I need to work on?  
  
  
 
Example: Student advising;  
Banner; Dreamweaver; develop a procedures manual  
 
 
 
	1. Study English regularly.

2. Attend lectures and participate in class discussions.

3. Complete assignments on time.

4. Create and follow a weekly study schedule.
	1. Complete the requirements of my degree.

2. Apply for suitable jobs and attend interviews.

3. Take part in professional training and workshops.

4. Improve my CV and interview skills.

	1. Gain professional experience in business.

2. Build a successful career.

3. Consider further education or professional qualifications.

	Section 3 - Next Steps 
  
How am I going to acquire the skills and knowledge? How am I going to do this project?  

Example: take Dreamweaver class; do an  
informational interview; set up a project outline  
 
 Exact Timing you will complete the goals 
	Laptop, university materials, online English courses, library and study notes.
I will spend 2 hours twice a week practising English and professional communication. I will spend 1 hour twice a week practising Excel and computer skills.
	University support, lecturers, career services, professional courses and networking.
I will look for opportunities to take more responsibility at work and practise leadership skills. I will spend 2 hours each week learning about management and leadership through online materials or university resources. I will also practise Excel once a week and ask my manager or colleagues for feedback about my work.

	Professional networks, further education, career development courses and work experience.
I will apply for Cleaning Supervisor or Cleaning Manager jobs and use my previous experience and qualifications. I will update my CV every 6 months and apply for suitable management positions. I will continue learning about staff management, budgets and contract management and complete additional training if it is needed for my future role.
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