	LCLM4005 – Employability and Career Development

Component 2 – Portfolio of Written Tasks

Task 1 – Job Adverts and Key Skills

For this task, I looked at two job adverts for customer service roles at Costa Coffee and Tesco. Both jobs involve working with customers and working as part of a team. After comparing the two job adverts, I found that communication and teamwork are two important skills required for both roles.

Communication Skills

Communication is an important skill in both jobs. At Costa Coffee, a Barista needs to communicate with customers, provide good customer service and have positive conversations with them. Employees also need to communicate with their colleagues, especially during busy periods (Costa Coffee, n.d.).

At Tesco, communication is also important. Employees need to help customers, answer questions and communicate with other colleagues to complete their daily tasks. The Tesco job advert states that employees should work well within a team, communicate openly and build good relationships with colleagues (Tesco, n.d.).

This shows a clear similarity between the two jobs. Although Costa is a coffee shop and Tesco is a supermarket, employees in both roles need to communicate effectively with customers and colleagues.

Communication is recognised as an important transferable skill in modern workplaces. CIPD identifies communication, team working and problem-solving as essential transferable skills that help people work effectively with others and engage with customers (CIPD, 2025a).

Teamwork

Teamwork is another important skill required for both jobs. At Costa, employees need to work together to provide good customer service, prepare orders and keep the store clean and organised. Costa also expects Baristas to be team players and work effectively with colleagues (Costa Coffee, n.d.).

At Tesco, employees are also expected to work well within a team, support each other and build positive relationships with their colleagues (Tesco, n.d.).

Therefore, teamwork is similar in both roles because employees need to cooperate, share responsibilities and work towards shared goals. Research into effective teams also highlights the importance of teamwork, communication and collaboration (Young and Gifford, 2023).

In my future employment, I will use communication skills when speaking with customers and colleagues. Good communication will help me understand customers’ needs, explain information clearly and deal with problems professionally. I believe that improving this skill will also make me more confident at work and support my future career development.



Task 2 – Self-Assessment and Evidence of Readiness

SWOT Analysis

Strengths

One of my strengths is my ability to work under pressure. When I studied at college in Grozny, I had an important final examination. There were 165 possible questions, but only three questions would be selected for my exam. I had only three days to prepare.

I spent two nights researching the topics, finding the necessary information and studying the answers. I had to organise a large amount of information in a very short period of time. As a result, I successfully passed the examination with a grade of 4 (Good).

This experience showed me that I can stay focused, work independently and achieve a good result even when I am under pressure. It also helped me understand the importance of organising my time and setting priorities. I could not study all 165 questions at the same time, so I had to divide the information into smaller sections and focus on one part at a time.

I believe this skill will be useful in my future employment because I may need to manage several tasks, work under pressure and meet deadlines.

Another strength I have is teamwork. During my studies at university, I took part in a group presentation. We needed to rephrase some sentences without changing their original meaning. I helped my group find suitable words and different ways to express the same ideas.

We discussed different options and listened to each other’s suggestions.
By working together, we were able to complete this part of the presentation quickly.

This experience also developed my problem-solving skills because we needed to find alternative words while keeping the same meaning. I contributed my ideas and also listened to suggestions from other members of the group.

This experience showed me that I can share ideas, listen to other people and work effectively as part of a team. These skills will be useful in my future employment because communication, teamwork and problem-solving are important transferable workplace skills (CIPD, 2025a).

Weaknesses

One of my main areas for development is my English communication skills. My current English level is around B1, and sometimes I do not feel confident when I need to speak English in professional or academic situations.

For example, during class discussions or presentations, I sometimes need extra time to find the correct English words. I may understand the topic and know what I want to say, but I cannot always express my ideas as quickly or clearly as I would like.

This can affect my confidence when speaking. It could also affect me during job interviews or when communicating with customers and colleagues. Developing the right skills is important because a mismatch between a person’s skills and the requirements of a role can be associated with lower confidence and productivity (CIPD, 2026).

Therefore, improving my English from B1 towards B2 is an important development goal for me.

Another area I would like to develop is my confidence when giving presentations. I can prepare my ideas and understand the topic, but speaking in front of a group can sometimes make me feel less confident.

Presentation skills can be useful in many professional roles. For this reason, I want to use my university presentations and classroom activities to practise speaking in front of other people.

Opportunities

One important opportunity available to me is continuing my English studies. I plan to attend face-to-face English classes at Kingscote English Language School in New Malden. I will attend classes twice a week for 12 weeks. This will give me regular opportunities to practise speaking, improve my vocabulary and grammar and receive feedback from a teacher. My aim is to develop my English from B1 towards B2 level.

My university also provides opportunities for professional development. Group activities, presentations, workshops and assignments allow me to develop communication, teamwork, research and problem-solving skills.

Another opportunity for me is volunteering. Volunteering could help me gain practical experience and communicate with different people. It could also allow me to practise my English, develop teamwork and customer service skills and gain additional experience that I could include in my CV.

Continuous skills development is important because the requirements of modern workplaces continue to change (CIPD, 2025a).

Threats

One possible threat is competition in the job market. Other candidates may have more work experience or stronger English communication skills. This could make it more difficult for me to compete for customer-facing positions.

Research from CIPD found that UK employers can experience difficulties finding applicants with the required skills, including problem-solving, planning, organisational skills and customer handling (CIPD, 2022).

For this reason, improving my English and gaining practical experience will be important for my future employability.

Another possible threat is changing employer expectations. Employers may expect candidates to have a combination of communication, teamwork, digital and problem-solving skills. This means that I will need to continue developing my knowledge and skills throughout my career.

Evidence of Readiness for Employment

My academic experience has already helped me become more prepared for employment. Through presentations, group activities and assignments, I have developed skills such as teamwork, communication, research and problem-solving.
My previous examination experience also showed me that I can work independently, organise a large amount of information and remain focused when working under pressure.

At the same time, my self-assessment has helped me understand that there are areas I still need to develop, particularly my English communication skills and confidence when giving presentations.

Understanding both my strengths and weaknesses will help me make better decisions about my professional development and prepare for future employment.



Task 3 – Employment Goals and Personal Development Plan

Short-Term Goal

One of my main short-term goals is to improve my English communication skills from B1 towards B2 level. This goal is important to me because stronger English will help me become more confident in professional situations, including job interviews and communication with customers and colleagues.

To achieve this goal, I plan to attend face-to-face English classes at Kingscote English Language School in New Malden twice a week for 12 weeks. Twelve weeks is approximately three months.

During this period, I will focus on speaking, vocabulary, grammar and communication skills. Face-to-face lessons will also give me regular opportunities to practise English with other people.

I will measure my progress through teacher feedback and a level assessment. My aim is to progress from B1 towards B2 by the end of the 12-week period. Measuring progress is an important part of learning and development because evaluation can help identify whether learning has achieved its intended results (CIPD, 2025b).

Long-Term Goal

My long-term goal is to find a job where I can use and continue developing my communication and customer service skills. After improving my English, I would like to feel more confident when applying for customer-facing positions and attending job interviews.

In the longer term, I would like to develop professionally and take on more responsibilities at work. Improving my English and gaining practical experience will help me move towards this goal.
Another development goal is to improve my confidence when giving presentations. I will use university presentations and classroom activities as opportunities to practise speaking in front of other people.
Before each presentation, I will prepare what I want to say and practise several times. I will measure my progress through feedback and by comparing my confidence after each presentation. Over the next six months, my aim is to become more comfortable and confident when speaking clearly in front of a group.
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