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[bookmark: _Toc213583181]Task: 1 (300 words)
Compare Job Adverts:
0. Select Job Adverts: 
0. Identify Key Skills: Compare four job adverts to identify the key skills and areas of knowledge required for your selected profession. Highlight any common skills and knowledge areas mentioned across the adverts.
	Job advert title
	Common skills
	Common knowledge
	Source

	Logistics 
Coordinator – 
in Altrincham

	* Previous experience in logistics, operations, or coordination roles 
*Confident using Microsoft Office (Word, Excel, Outlook)
*Strong written and verbal communication skills
* Highly organised with excellent attention to detail
* Analytical, proactive, and a problem-solver
	* Organisation and attention to detail

* Communication (verbal/written)

* Microsoft Office (Excel, Outlook, Word)

* Problem-solving and proactivity

* Scheduling / Planning

* Record-Keeping / Logging


	https://www.cv-library.co.uk/

	Logistics 
Coordinator – 
in Rochdale

	* Minimum 2 years’ experience in logistics, shipping, or international trade
*Excellent IT skills
* Ability to multitask and prioritise effectively
* Confident communicator
	* Organisation and attention to detail

* Communication (verbal/written)

* Microsoft Office (Excel, Outlook, Word)

* Problem-solving and proactivity

* Scheduling / Planning

* Record-Keeping / Logging

	https://www.cv-library.co.uk/

	Scheduling 
Coordinator

	* Previous experience in logistics, operations, or coordination roles  
*Confident using Microsoft Office (Word, Excel, Outlook)
* Highly organised with excellent attention to detail
* Strong written and verbal communication skills
* Analytical, proactive, and a problem-solver
	* Organisation and attention to detail

* Communication (verbal/written)

* Microsoft Office (Excel, Outlook, Word)

* Problem-solving and proactivity

* Scheduling / Planning

* Record-Keeping / Logging

	https://www.cv-library.co.uk/

	Customer 
Service 
Coordinator

	*Proficient IT skills along with a good working knowledge of Microsoft Office (Word, Excel and outlook)
* Excellent interpersonal and communication skills
* Ability to effectively communicate with a wide range of people
* Good administration skills with the ability to coordinate numerous issues during the working day

	* Organisation and attention to detail

* Communication (verbal/written)

* Microsoft Office (Excel, Outlook, Word)

* Problem-solving and proactivity

* Scheduling / Planning

* Record-Keeping / Logging

	https://www.cv-library.co.uk/


Source: Authors own
The four job adverts reveal a strong common core of skills and knowledge required for coordination roles in logistics, scheduling, and customer service. All demand organisation, communication, and Microsoft Office proficiency, reflecting the need for accurate record-keeping and efficient operations in fast-paced environments. Scheduling and planning are universal. Problem-solving and proactivity are equally critical, enabling candidates to resolve queries, escalate issues, and adapt under pressure.
Common knowledge areas include internal system use (logs, databases), and compliance awareness. These align with operational efficiency and team collaboration — key in digital media, manufacturing, and construction sectors. No role requires a degree; 1–2 years’ coordination experience (e.g., warehouse/stock management) is sufficient, making these accessible with transferable retail/warehouse skills.
[bookmark: _Toc213583182]Task: 2 (600 words)
· Self-Assessment: Conduct a self-assessment to identify your personal strengths and areas for further development. You may use tools such as SWOT analysis (Strengths, Weaknesses, Opportunities, Threats) or other self-assessment frameworks.
· Evidence of Readiness: Provide evidence of your readiness for employability and personal advancement. This could include examples from your academic achievements, work experience, extracurricular activities, or feedback from mentors and peers.
[bookmark: _Toc213583183]SWOT Analysis: My Readiness for Logistics/Scheduling Coordinator Roles
	STRENGTHS
	WEAKNESSES

	Organisation & Procedure-Following: I follow systems strictly (e.g., stock rotation at Scolmore).
	No Direct Scheduling Experience: I execute tasks, not plan engineer visits.

	Practical Problem-Solving: I overcome challenges logically (e.g., damaged items at Ocado).
	Limited UK Logistics Knowledge: Most experience pre-2020 in Romania/Italy.

	Teamwork & Communication: Multilingual; I help colleagues and report clearly.
	Advanced Software: I use Excel/Outlook well, but not CRM/ERP systems.

	Resilience & Drive: I enjoy seeing tasks through to completion (e.g., meeting Ocado targets).
	Confidence in High-Level Coordination: I’m used to following, not leading, plans.


Source: Authors own
[bookmark: _Toc213583184]Evidence of My Readiness for Employability & Personal Advancement
As a CertHE Business Skills student, I am building employability through academic learning and 10+ years of practical work. My current role at Scolmore (Jan 2023–Present) shows readiness for coordination tasks. I pick and pack products, replenish stock, and move pallets using forklifts—following strict procedures to ensure accuracy. This mirrors record-keeping and kit movement in the Logistics/Scheduling roles. I report issues to coordinators, demonstrating clear communication and attention to detail—key for logging engineer visits or defects.
At Ocado CFC2 Morrison (Aug 2020–Jan 2023), I worked in a fast-paced environment, picking into totes, removing damaged items, and meeting daily targets. I reported to the area coordinator—showing I can liaise with teams and solve problems logically under pressure. This experience proves I can handle scheduling demands, like booking appointments or arranging site access.
My retail background (Lee Cooper, Lidl) strengthens customer focus and team coordination. As Assistant Store Manager, I organised staffing, holiday, and sickness cover—similar to managing engineer overtime or rota planning. I handled complaints and refunds, building resilience and calm communication—vital in busy operations.
CertHE learning gives me frameworks for advancement. I now use SWOT analysis (like this one) to assess roles and Excel to create reports—directly matching Microsoft Office requirements in all adverts. 
I am conscientious and structured—I like to ensure people work with me as a team and follow procedures. This aligns with proactive, detail-oriented coordination. 
To address weaknesses, I am self-studying logistics basics via free CILT resources and practising Excel dashboards on LinkedIn Learning. I learn quickly and enjoy challenges—ready to grow into scheduling or export roles.
In conclusion, my CertHE tools, warehouse execution skills, and team-oriented mindset make me ready to step into entry-level coordination. I am committed to development and eager to bring my practical, procedure-driven approach to a logistics team.
[bookmark: _Toc213583185]Task: 3 (600 words)
· Set Employment Goals: Based on the weaknesses identified in your SWOT analysis, Identify and articulate your short-term and long-term employment goals. Explain why these goals are important to you and how they align with your career aspirations.
· Develop a Personal Development Plan:  Create a personal development plan. Outline specific actions you will take to address these weaknesses. Include timelines, resources needed, and how you will measure your progress.
[bookmark: _Toc213583186]Short-Term & Long-Term Employment Goals
[bookmark: _Toc213583187]Short-Term Goal (6–12 months): Secure an entry-level Logistics/Scheduling Coordinator role by June 2026.
· Why it’s important: My SWOT weaknesses show I lack formal coordination experience and UK logistics knowledge. This role lets me apply my Scolmore/Ocado execution skills (picking, logging, reporting) to planning and scheduling—building confidence and specialist knowledge. It aligns with my CertHE learning (e.g., SWOT analysis) and structured, procedure-driven mindset. Starting entry-level avoids overreach while proving I can manage engineer visits, logs, and stakeholder liaison.
· Career aspiration fit: I want stable, team-based operations where I follow systems and grow logically. This goal bridges my warehouse background to coordination, opening doors to hybrid work and progression.
[bookmark: _Toc213583188]Long-Term Goal (3–5 years): Progress to Senior Logistics Coordinator or Export Planner by 2029, with customs/export certification.
· Why it’s important: My weaknesses in international trade (EUR1, Letters of Credit) and advanced systems limit higher roles. This goal addresses them, using my multilingual skills (Italian/Spanish) for EU client liaison. It builds on short-term experience, turning execution into strategic planning.
· Career aspiration fit: I value continuous improvement and team success. Long-term, I aim for specialist impact in a growing sector with responsibility, stability, and work-life balance—like Scolmore’s flexibility.
These goals are SMART: Specific (roles), Measurable (salary/certification), Achievable (entry-level first), Relevant (CertHE-aligned), Time-bound (2026/2029).
[bookmark: _Toc213583189]Personal Development Plan (PDP)
	Weakness
	Action
	Timeline
	Resources
	Measure of Progress

	No direct scheduling experience
	1. Volunteer for Scolmore planning tasks (e.g., rota cover, stock forecasts). 
2. Complete free Alison “Introduction to Logistics” course.
	1. Nov 2025–Feb 2026 


2. Dec 2025
	1. Line manager, Excel 



2. Alison.com (free)
	1. Feedback from manager; 
1+ task completed 
2. Certificate earned

	Limited UK logistics knowledge
	Join CILT (Chartered Institute of Logistics & Transport) Student Membership; attend 1 webinar/month.
	Jan–June 2026
	CILT (£30/year), webinars
	3+ webinars attended; notes applied in CV

	Advanced software (CRM/ERP)
	Self-teach Excel dashboards via LinkedIn Learning; practise on Scolmore data.
	Nov 2025–Mar 2026
	LinkedIn Learning (free via library), Scolmore PC
	2 dashboards built; shared with coordinator

	Confidence in high-level coordination
	Apply to 3 entry-level roles; prepare with mock interviews.
	Mar–June 2026
	Jobwise/Indeed
	1 interview secured; feedback form completed


Source: Authors own
How I’ll stay on track:
· Monthly review in CertHE portfolio (SWOT update).
· Buddy system with classmate for accountability.
· Scolmore flexibility = 1–2 hrs/week for study.
This PDP turns weaknesses into strengths, supporting my short-term entry and long-term expertise. I am committed, organised, and ready to grow—just as I follow procedures at work.
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