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Task 1 
· Find two job advertisements and summarize the key skill in each advertisement. 
· Find the similarities among the two advertisements. 
· Assess how you can use one of the skills for your future employment 
· Please reference the website you have taken the job advertisements from. 
 Tiffany & Co. – Client Advisor
Key skills
The Tiffany & Co. advertisement says that a Sales Assistant should provide excellent customer service and make every customer feel welcome. The person should be confident when speaking to customers, understand their needs, and recommend the right jewellery. It is also important to meet sales targets, work well with the team, and create long-term relationships with customers.  (LVMH Careers, 2026)
 Cartier – Sales Associate
Key skills
The Cartier advertisement explains that a Sales Assistant should offer a personalised shopping experience and represent the brand professionally. Good communication, teamwork, and customer service are very important. The role also requires the ability to achieve sales goals and build strong relationships with clients so they return to the store. (Cartier, 2026)
Similarities between the two advertisements
Both companies are looking for friendly, professional, and customer-focused people. They expect employees to give excellent customer service, communicate well, achieve sales targets, and work as part of a team. In both jobs, building good relationships with customers is an important part of the role.
How I can use one of these skills in my future employment
I think communication is one of the most important skills. In my future job, I will use this skill to understand what customers are looking for and help them choose the right jewellery. Good communication also helps build trust, improve customer satisfaction, and increase sales. It will also help me work well with my colleagues and provide a better shopping experience.









Task 2 
Find definition to SWOT– RESEARCH and why SWOT is important (research)
Definition of SWOT
A SWOT analysis is a way of looking at yourself or a business to see what you are good at, what you need to improve, what opportunities you have, and what problems you might face. It helps you understand your situation better and think about what you can do next. (Cambridge Dictionary, 2026)
Why is SWOT important?
I think a SWOT analysis is important because it helps you know yourself better and make better plans for the future. It shows you what you do well, what you need to improve, and what opportunities you can use while being prepared for any challenges. This makes it easier to reach your goals. (Adobe Business, 2026)


	Strengths  
· Responsible
· Determined to achieve my goals
· Hard-working
· Good teamwork skills 
· Organized 
· I work well myself
 




	Weaknesses 
· Sometimes lack confidence when speaking English
· I get nervous when speaking in front of a group
· Lack of experience
· Need to improve academic writing skills


	Opportunities 
· Studying International Business at University
· Learning more about business management and international markets
· Work experience trough part-time jobs
· From University Knowledge
· Location-London
 
 
 
 
 
 
 
 
 
	Threats 
· Academic pressure and deadliness
· Competition for future jobs and University opportunities
· Changes in the company that may effect business opportunities
· Political environment



· You will need to explain the above SWOT in one  to two paragraphs too. 

Upon completing my SWOT analysis, I realized that I possess several strengths that can benefit my future career. I always strive to provide excellent customer service, and I am a quick learner. At the same time, I recognize areas for improvement, such as gaining more experience in jewellery sales and becoming more confident in sales techniques. 
Analysing opportunities and threats has helped me reflect on my future. There are many opportunities for learning through work experience and training, which can help me develop my skills and advance in the retail sector. I am also aware of the intense competition in the job market, which means I must continue to improve and learn. In short, conducting this SWOT analysis has helped me understand my strengths and identify the areas I need to work on to achieve my professional goals.





Evidence of Readiness 
· In this section, you need to provide the evidence of readiness. 
         I think I am ready to start building my future career because I have already done a lot to prepare myself. Stay calm under pressure, and always try to give good service. I have also learned to be responsible, work hard, and work well with other people.

At the moment, I am studying Business at university, and every week I learn new things that will help me in the future. My course is helping me understand how businesses work and how to manage them. I am also improving my English and becoming more confident when speaking and writing.

I have been looking for jobs in jewellery stores because I want to gain experience in this industry. I know that I still need to learn more, but I am happy to start from the beginning and keep improving every day. I enjoy learning new skills and I always try to do my best.

My dream is to have my own jewellery business one day. I know it will take time, experience, and hard work, but I believe I am on the right path. Studying at university, looking for work, and continuing to improve myself are helping me get closer to my goal.


Task 3 
Employability Goals 

· Write down your employability goals here. 

My employability goal is to get a job in a jewellery shop where I can learn new skills and gain experience. I want to improve my customer service, communication, and sales skills while working in a professional environment. I believe this experience will help me become more confident and prepare me for better opportunities in the future.
At the same time, I want to continue studying Business at university because I know it will give me the knowledge I need to achieve my goals. My long-term goal is to open my own jewellery business. I know this will take time and hard work, but I am willing to keep learning and improving until I achieve it.










Personal Development Plan 
DEFINITION OF A PERSONAL DEVELOPMENT PLAN and why it is important (research)
A Personal Development Plan (DPD) is a plan that helps people identify their goals, improve their skills, and track their progress. It's useful because it helps us stay organized and focused on achieving our personal and professional objectives.(Intelligent People, 2026)
	
	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. Complete my Foundation Year by Agoust 2026 with a Merit or Distinction
2. Improve my academic English and achieve at least 65% in written assignments by the end of this academic year.
3. Submit all assignment before the deadline during this semester

	1. Complete the first year of my International Business degree with a Merit or Distention by July 2027
2. Achieve grades of 60-70% in my business modules by the end of my second year 
3. Gain at least 6 month of work or volunteering experience to business customer service before 2028

 
	1. Graduate with an International Business degree by 2029
2. Complete a detailed business plan for my jewellery business by the final year of University
3. Register and lauch my own shop jewellery business within one year after graduation



	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. Attend at least 90% of classes throughout the  Foundation Year
2. Spend 3-4 hours per week improving my academic English and study skills
3. Meet with tutors whenever I need support to achieve a Merit or Distention 

	1. Attend at least two business or entrepreurship workshops each academic year
2. Apply for part-time jobs, volunteering roles or internships to gain business experience by 2027
3. Develop my knowledge of marketing, finace and entrepreneurship
though University modules  
 
	1. Research jewellery suppliers and compare prices by the end of my degree
2. Save money and explore funding opportunities to support my future business
3. Create a website and social media account for my jewellery brand before launching the business
 

	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 
	University lecturers, library, study skills support and online learning resources






· University library
· Support from lecturers
In three months

Now
	 Career Service business work shop, net working event and work experience opportunities






· Career Service
· Business workshops
· Work experience opportunities
Within two years (continue studying International Business and gain work experience)

After competing my Foundation Year
	 Business mentors, funding, business advice, suppliers and marketing tools




· Funding to start my business
· Business mentor
· Jewellery suppliers and marketing tools
Within three years (complete my degree to start my jewellery business)

After completing Year 2 of my degree (During the final year of my degree)o
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