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Task A Comparison of Two Job Adverts and Identification of Key Skills
To understand the skills required for the Receptionist profession, I analyzed two job adverts: one from Nidec Control Techniques and a second from Powys Medical Centre. Comparing two adverts allows identification of common employability skills, which is important for understanding labor‑market expectations (Robinson, 2020).
The Nidec Control Techniques advert emphasizes strong communication skills, customer service, Microsoft Office proficiency, organization, attention to detail, and the ability to multitask. Responsibilities include greeting visitors, managing sign‑in procedures, answering calls, handling mail, booking meeting rooms, and supporting the wider administrative team. These requirements align with employer expectations for front‑of‑house roles, where professionalism and reliability are essential (CIPD, 2023).
The Powys Medical Centre advert lists similar skills. It highlights communication, customer service, appointment booking, confidentiality (GDPR), Microsoft Office, teamwork, and the ability to remain calm under pressure. Additional responsibilities include managing patient records, supporting clinical staff, and maintaining a tidy reception area. Healthcare reception roles often require strong interpersonal skills and accuracy due to the sensitivity of patient information (NHS Careers, 2022).
Across both adverts, several common skills and knowledge areas appear:
· Customer service and communication
· Telephone and email handling
· Organization and multitasking
· Microsoft Office proficiency
· Professionalism and a friendly manner
· Attention to detail
· Confidentiality and GDPR awareness
· General administrative skills
These shared skills demonstrate that Receptionist roles consistently require interpersonal competence, accuracy, and confidence in managing front‑desk responsibilities. Employers expect receptionists to create a positive first impression while supporting daily operations efficiently.
One key skill that stands out is customer service excellence. According to Zeithaml et al. (2018), high‑quality customer service improves satisfaction and organizational reputation. In my future role as a Receptionist, I would use this skill to ensure visitors, colleagues, and callers feel welcomed and supported. My experience at Morrisons Café and Nidec Control Techniques has already strengthened my ability to communicate clearly, remain calm under pressure, and resolve enquiries professionally. This skill will help me maintain a high‑quality reception environment and contribute positively to organizational culture.
Task B Self‑Assessment (SWOT Analysis)
Self-‑assessment is an important employability tool that helps individuals evaluate their strengths, weaknesses, opportunities, and threats (Jackson, 2016). Using a SWOT analysis enables reflection on personal development needs and career readiness.
[bookmark: _Int_FUlyrznT]Strengths One of my main strengths is clear and professional communication. This is essential in receptionist roles, where first impressions influence visitor experience (CIPD, 2023). My customer service experience at Morrisons Café strengthened my confidence in dealing with people, resolving issues, and remaining calm during busy periods. Another strength is organization. At Nidec Control Techniques, I completed documentation accurately, followed procedures, and supported the L3K Project, demonstrating reliability and attention to detail. I also have strong teamwork skills, developed through working with engineers and supervisors. Additionally, I am comfortable using Microsoft Office, which is important for administrative tasks.
[bookmark: _Int_607YYwaO]Weaknesses A weakness I have identified is limited experience in formal reception environments. Although I have customer service and administrative experience, I have not yet worked full‑time in a front‑desk role. Another weakness is feeling nervous when handling multiple tasks at once, especially when dealing with phone calls, emails, and visitors simultaneously. I also want to improve my confidence when speaking with senior staff. Finally, although I understand confidentiality and GDPR principles, I would benefit from deeper knowledge of professional information‑handling procedures.
[bookmark: _Int_Rr5W7V1y]Opportunities There are many opportunities for growth in the Receptionist profession. Nidec Control Techniques offers internal training and development, which could help me build confidence and gain new skills. Receptionist roles often provide opportunities to progress into administrative, HR, or office management positions. I can also take online courses to improve communication, multitasking, and administrative skills. My current academic program, CERTHE Business Skills for the Workplace, provides opportunities to develop professionalism, teamwork, and employability skills. Additionally, the demand for receptionists in healthcare, manufacturing, and corporate environments creates strong employment opportunities.
[bookmark: _Int_3qjrPvIu]Threats One threat is competition in the job market, as many candidates apply for receptionist roles. Another threat is the increasing use of automated systems, such as digital check‑ins, which may reduce the number of traditional reception roles. Rapid changes in administrative software could also be challenging if I do not continue developing my digital skills. Employers often expect previous reception experience, which means I need to demonstrate transferable skills clearly.
Evidence of Readiness for Employment
[bookmark: _Int_NzlUxtxz]I have demonstrated readiness for employment through academic achievements, work experience, and personal development. My role at Nidec Control Techniques required accuracy, teamwork, communication, and responsibility -all essential skills for a receptionist. I handled documentation, supported engineers, and followed safety and quality procedures, showing reliability and professionalism.
My customer service role at Morrisons Café strengthened my ability to work under pressure, communicate with customers, and resolve issues calmly. These experiences show that I can manage front‑facing responsibilities effectively. My academic work has also helped me develop organization, time management, and problem‑solving skills. Feedback from tutors and supervisors has highlighted my positive attitude, willingness to learn, and strong work ethics.
Overall, my combination of customer service experience, administrative skills, and ongoing education demonstrates that I am ready to begin a Receptionist role and continue developing professionally.

Employment Goals
Based on the weaknesses identified in my SWOT analysis, I have developed short-term and long‑term employment goals. Goal‑setting is an important part of career development because it provides direction and motivation (Locke & Latham, 2019).
My short-term goals include gaining formal reception experience, improving multitasking ability, and building confidence when communicating with senior staff. These goals will help me perform effectively in a busy front‑desk environment. I also aim to strengthen my understanding of confidentiality and GDPR procedures, which are essential for handling sensitive information.
My long‑term goals include progressing into an administrative or office management role within Nidec Control Techniques or another organisation. I would like to develop advanced administrative skills, gain responsibility for coordinating office activities, and eventually support HR or management functions. These goals align with my career aspirations because I enjoy organisation, communication, and supporting others. I also aim to complete my CERTHE qualification and continue studying to improve my employability.
Personal Development Plan
To achieve these goals, I will take specific actions. First, I will seek opportunities to shadow reception staff or volunteer for front desk duties within my current workplace. Second, I will complete online courses on multitasking, communication, and GDPR within the next six months. Third, I will practise handling multiple tasks by setting personal challenges, such as managing calls, emails, and scheduling activities during busy periods.
I will measure my progress by reflecting on confidence levels, reviewing feedback from supervisors, and tracking the completion of training courses. Over the next year, I will aim to secure a fulltime Receptionist role, which will allow me to apply my skills and continue developing professionally.
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