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 Introduction
This Reflection evaluates my personal and professional development during this experience .Structure reflection is essential for Identifying learning outcomes (Cotrell, 2021).by critically analysing  the key successes and challenges encountered .this piece connect  practical insight to academic, demonstrating how these experiences inform future professional growth and skill development.

Task 1: Comparison of two job Adverts
1.Check in Agents
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[image: A screenshot of a phone

AI-generated content may be incorrect.]
 
The check in Agent role is a customer focused position within the travel industry, requiring communication, customer service, teamwork, numeracy and organisational skills. Employees are responsible for assisting customer, processing bookings, handling enquiries, and working effectively in a busy airport environment .in contrast the Junior HR /Payroll Administrator role focus on   supporting HR and payroll functions. Key skills include payroll administration, record keeping numeracy, organisation .and attention to detail. The role involves maintaining   employee record, processing payroll information, and handling confidential data. although those rules differ, both require strong communication, numeracy organisational skills, and professionalism.
Although the two jobs operate in different sectors, they share a few important skill and knowledge areas, firstly both positions require effective Communication skills. the check-in agent communicates with the customer and colleagues, daily while the HR/Payroll administrative communicate with employees, managers, and external stakeholders.
Secondly, both positions require numeracy skills employee must work accurately with figures and data whether processing customer transactions or managing payroll data. Thirdly, each role requires Organisational skills to manage information effectively and complete tasks within deadlines. finally, Teamwork and Collaboration are important because both positions involve working with others to achieve efficient workplace operation (CIPD, 2023)
 Communication is a key skill for both rules .it supports customer service, teamwork and professional relationship.in the Check-in Agent role ,it helps assists customer and handling inquiries effectively .effective is an important employability skills national (Career, 2024) Service.
Chosen Job and Rational
The job a selected is the Check-in Agent position at SIXT UK. I chose this role because it aligns with my interest in customer service and working people, the role required communication teamwork, organisation, and customer service skills, which I have develop throughout this module




Task 2: Reflective Self- Assessment 
· Self -Assessment-is the process of evaluating personal strengths, weakness skills and areas for development (Sheih, 2025/26) 
· Its important because it help individual understand their abilities, identify improvement areas, and plan future career development
· Self -assessment is particularly relevant to the Check-in Agent role because the position requires strong communication, teamwork, customer service, and organisational skills.
· Reflecting on these skills help me asses my readiness for employment and identify areas for further improvement.

















Swot analysis
	Strengths (Internal Factors)
· Good organisational skill demonstrates through meeting assignment deadlines and managing academic responsibilities
·  Ability to set a smart goal to support personal and professional development (Locke, 2002)
· Strong communication skills develop through classroom, discussion group activities and employability exercise.
	Weakness (internal Factors)
· Limited professional experience within a chosen career 
· Need to improve self-confidence and self-presentation skills.
· Lack of experience dealing with challenging customer situation.
· Limited knowledge of travel and transport industries 
· Need to develop a problem-solving skill.

	   Opportunities (External factors)
· Access to university career training 
· Online training courses to improve communication customer skill
· Opportunities to develop employer -value skills such as teamwork and problem solving (CBI, 2023)
	Threats (External factor)
· High level of competition within the job market.
· Employer my favour candidates with greater experiences and qualification 
· Rapid technology change requiring continuous skills development 
· Economics factors may reduce the availability of job opportunities.
· Increasing employer expectations regarding employability (CBI, 2023)




Evidence of Readiness
· I completed a SWOT Analysis, which helped me identified my strengths, weakness opportunities, and threats and understand areas for personal and professional development. 
· Learned how to create a professional CV and cover letter, improving my ability to present my skills and experience effectively to employers.
· I am now comfortable searching for a job on the place like indeed and identify suitable vacancies and understand what employer requirements.
· Practised interview technique through mock interview and learned how to use a star method to structure answers effectively increasing my confidence and interview readiness.
· Improved my understanding of teamwork, organisation and customer service, which are key skills required for the Check-in agent position.
· Learned about employment rights, contracts and workplace responsibility, increasing my awareness of professional expectation in the workplace (Acas, 2024)
· Developed career planning skills through SMART goal helping me set realistic targets for future development (Locke, 2002)
· Increased my employability by developing transferable skills that employers value, including communication, teamwork, adaptability and problem solving (Prospects, 2024)
· As the result these of this experience, I feel more confident and prepared to apply for the Check-in Agent position and to other customer -focused roles.








Previous Work Experience
·  As a house Manager, I worked independently handling daily operation, verifying details, and keeping precise records -skills that transfer directly to the Check-in Agent role at Sixt UK.
· I am used to fallowing clear procedure checking documents carefully and dealing with information accurately and confidentially.
· I can break down task into simple steps to ensure every customer interaction, check process and record update runs smoothly and without mistakes,

Personal Qualities &Work Approach
· I naturally work in an organised, reliable, and detail-focused way – standards that I have maintained when managing my own work independently
· I take full ownership of accuracy and customer care, approaching every task with integrity and attention to detail.
· Drawing on my practical experience and concept from leadership (Northouse, 2022) I am well-prepared to succeed as a Check -in Agent, delivering friendly, professional service, processing paperwork correctly and supporting smooth operation for the Sixt Team.








  

Task 3: Personal Development Plan
	c
	Short-Term Time Frame 



	Mid-Term Time Frame 


	Long-Term Time Frame 


	Section 1 - My Goals  
 



	Improve my interview and communication skills,
	Gain relevant customer service experience and develop professional skills.
	Secure a full time Check -in Agent position and progress in my career

	Section 2 - Skills and Knowledge to be 
Learned 

 
 


	Improve customer service skills confidence when dealing with costumer and problem-solving skills
	Develop teamwork conflict -resolution adaptability and time management skills through work experience
	Develop leadership skills and a deeper understanding of the travel and airport industry.

	Section 3 - Next Steps
  



	 Gin customer service experience through part-time work volunteering or interacting with costumer in different environment, practice problem solving skills through real life situation and seek for feedback for improvement.
	Build teamwork, adaptability and conflict resolution skills through workplace experience
Participate in training opportunities and learn from colleagues and supervisors. 
	Continue professional development through training courses, gain greater responsibilities at work, and develop leadership skills to support career progression.

	
	Short-Term Time Frame 



	Mid-Term Time Frame 

	Long-Term Time Frame 

?

	Section 4 - Resources
 






	University career service, indeed, mock, interviews, feedback, online customer service training and career resources.

	Part time work 
Volunteering opportunities, workplace training
 Supervisor feedback, and networking opportunities
	Professional development courses, employer 
Training programs,
Industry resources,
Workplace mentors
And further learning opportunities. 

	Section 5 - Time Schedule 
 

	Within 3-6 months
	Within 6 months-
2 years
	Within 2-3 years

	

When will I start? 
 

	September to February
	February 2027
February 2029
	  March 2029
April 2030

	

When do I expect to finish?
 

	Improve customer skill
FEB 2027
	Gain customer service experience
August 2027
	

	Section 6 - Completion 
 
When have I completed each 
step? 
 

	□_________
      Date 
 
 □__________
      Date 
 
 □__________
      Date

	□__________
      Date 
 
 □__________
      Date 
 
 □__________
      Date

	□__________
      Date 
 
 □__________
      Date 
 
 □__________
      Date






PDP Explanation
·  Build the skills and experience required for a Check-in Agent role.
· Strengthen my ability to deliver effective customer service in a fast -paced environment.
· Gain practical experience to increase my employability and workplace confidence.
· Continue developing professionally through training, feedback and work -based trainings.
· Improve understanding of employer expectations and workplace responsibilities.
· Work towards securing a full- time position and creating opportunities for career progression.
· Use clear and achievable goals to monitor progress and support continues development (Locke, 2002)





Conclusion
In Conclusion. this report has helped me to evaluate my employability skills. strengths, and the areas for development in relation to the to Check-in Agent role. Through self- assessment, reflection, and personal development planning, I have gained a better understanding of employer expectation and the skills required for future employment. The knowledge and experiences gained throughout the module have increase my confidence, improved my readiness for work, and provided a clear plan for achieving my career goals.
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