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Task 1 
The first job is School Receptionist in Lewisham. It is advertised by SANZA Teaching Agency. The person needs good communication and customer service skills. They also need to be organised, friendly and professional. The receptionist will answer phone calls, reply to emails, welcome visitors and help with office work. Previous school or office experience is important (CV-Library, 2026). The second job is Receptionist at The John Roan School. The school needs an experienced and motivated person. The receptionist will welcome parents and visitors. They will also help the administration team. The person needs to be friendly, professional and able to communicate well (Indeed, 2026).The two jobs are similar because both are in schools. In both jobs, the receptionist is the first person that parents and visitors meet. Both jobs need good communication, organisation and administration skills. Both schools also want a friendly and professional person.  
One important skill is communication. I can use this skill in my future job when I speak to customers, colleagues and managers even with my kids .  Good communication can help me answer phone calls, write emails and give correct information and understand more people and feel more confident in my life .   I can improve this skill by listening carefully and speaking clearly, i can communicate with different people and different cultures.
 
References
 CV-Library (2026) School Receptionist – SANZA Teaching Agency.
 Indeed (2026) Receptionist – The John Roan School.






Task 2 


	Strengths  

 Listening skills
  Communication skills 
  Digital skills 
 Microsoft Word 
 Friendly 
 Helpful 
 Responsible 
 
 




	Weaknesses

 Language barer 
 Confidence level  
Work Experience 

	Opportunities 
  Improve English 
 Learn Computer Skills 
 Kids Psychology 
 Communication with Kids 
 Calls Answer 

 
 
 
 
 
 
 
 
	Threats 
 Financial crisis 
 Pandemic 
 Englich 



 Strengths and Weaknesses
 After completing my SWOT analysis, I found that my main strengths are communication skills, listening skills and digital skills. I can use Microsoft Word and email. I am also friendly, helpful and responsible. These skills are useful for a receptionist job because I need to speak to people, listen carefully and help customers. Also, if anyone have some question or problem i am first who come and help them .and one of my strong sites is feeling people and understeered them.
My weaknesses are my English and lack of work experience. Sometimes I feel nervous when I speak English. I can improve by practising English every day, speaking to different people and attending courses. I can also get work experience to improve my confidence and skills.

Evidence of Readiness 
I am studying a Foundation Course at the University of Wales Trinity Saint David in Canary Wharf, London. On my course, I complete assignments and take part in different classroom activities. I learn English, communication skills with different people and computer skills. I also use Microsoft Word, work with other students and practise speaking in English in my class.
 My Foundation Course helps me become more confident, responsible and independent and organise my timetable. I am friendly, helpful and ready to learn new things and in a class i am Lider, if my classmate has any question they always ask me, and i try to help them. I still need to improve my English and get more work experience. However, I work hard and practise my skills. I believe that my course at the University of Wales Trinity Saint David will prepare me for my future job.


Task 3  
Employability Goals 

· Write down your employability goals here. 










Personal Development Plan 
DEFINITION OF A PERSONAL DEVELOPMENT PLAN and why it is important (research)

	 
	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  
 
 
 
	 Goal 1: I want to graduate from the  CertHE  business with high marks in the next three months. 
2. Till September 2026 I want to buy new car 
3. Till Oktober 2026 i will visit Thailand 
	 1: Till September 2027 i will have big weeding in Moldova 
2: Till September 2028 i will finish University 


 
	1: By June 2029 i will be own tree properties in Spane 
2: By August 2029 i will be own my Restaurant in London 

	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  
 
 
 
	 Goal 1: The key skills that I need to develop are time-management to complete tasks on  time. In addition, writing skills

Goal 2: I need to improve my budgeting and money –management skills to save enough money to buy a new car.
3: I need to develop my planning and budgeting skills to organise my trip to Thailand 

	 1: I need to  improve my budgeting, planning and organisation skills to organise my wedding in Moldova 
 2: I need to develop my academic knowledge, time-management and communication skills to successfully finish university.

	1: I need to learn about property investment, mortgages, the property market and financial management to own three properties in Spain
2: I need to develop my business management, leadership, marketing and financial skills to open and successfully manage my own restaurant in London.


 

	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 
	
  Goal 1: To improve my time management skills, I will keep a to do list  
2: To improve my budgeting skills, I will create a monthly budget and save money regularly to buy a new car.
3:. To improve my planning skills, I will research flights, hotels and activities in Thailand and create a travel budget.

	 

1: To improve my planning and budgeting skills, I will create a wedding budget, research venues and organise everything in advance
2: To successfully finish university, I will attend my classes, follow a study schedule, complete my assignments on time and ask my tutors for support when needed.
	 

1: To achieve my goal of owning three properties in Spain, I will learn about property investment, research the Spanish property market and create a savings plan.
2: Restaurant in London:
To open my own restaurant in London, I will improve my business and management skills, gain experience, save money and create a business plan.



image1.jpeg
Prifysgol Cymru
Y Drindod Dewi Sant

University of Wales
Trinity Saint David





              Assignment 2      Name :    St udent I D:    Module Code and Name:  LCLM4005 Employability and Career Development   Lect urer : Dr  Lizeta Demetriou                              Submitted on :               

