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Job Advert 1- Dental Receptionist position
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Job Advert 2 – Restaurant/ Hotel hostess 
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Task 1 – Comparing 2 Job adverts

For this task I have selected two job adverts as attached above: Dental receptionist and Sales executive, both roles require exceptional customer service skills as they are customer front facing roles. 
Initially for the Dental receptionist listing the role requires for the employee to greet patients, answer calls and emailsand book patient appointments. key skills such as Excellent customer service, efficiency, calendar managing when booking patient appointments, organistation, time management, meeting coordinating, confidentiality,professionalism, IT skills in order  to operate dental software and email platforms, and understanding of Dental procedures to be able to explain these to patients if needed. 
The Hotel/ Restaurant hostess position requires the employee to welcome guests and mange table seating arrangements. Key skills include professionalism and corteousness towards all guests, bookings management when booking guest restaurant tables or offering rooms for patients, It skills to be able to operate booking software, , cleanliness, and a Luxury service understanding in order to maintain One aldwych’s standards.
In both roles an understanding of excellent customer skills is required in order to uphold the businesses profession standards and customer image, callendar management is also a skill require for both roles, in one to book patient appointments and in one to manage restaurant seatings. Skills which differ inbetween the roles are the general main responsibilities, for example, in the dental receptionist job confidentiality must be understood and closely followed in order to comply to GDC standards, and in the restaurant hostess position multitasking between hotel and restaurant responsibilities is key. 
Task 2- Self assesment, Evidence of readyness 

Self assesment:
SWOT Analysis 
	STRENGTHS
	WEKNESSES
	OPORTUNITIES
	THREATS 

	Great communication/ customer service skills
	Limited office experience
	Completing University Degree in Business skills
	High competition for receptionist positions in job market

	Fast learned and adaptable in new environments
	Occasional lack of confidence when in unfamiliar situations
	Gaining further work experience in professional settings
	Lack of experience 

	Experience working with different groups of people
	Need of development in telephone communication
	Developing administrative skills
	Changes in technology ill have to adapt to

	Organised and time efficient
	Limited experience with specialist software
	Opportunity to progress into management 
	Balance of university studies alongside job 

	Hospitality, sales and dental experience 
	Trouble delegating work load
	Entering professional network, meeting professionals
	Limited availability due to university commitments



Strengths 
As one of my main strengths is communication due to my previous experience in hospitality and administration has helped me develop confidence when speaking to new people, this can positively affect my performance in both job listings. I am also adaptable meaning that whenever I have woked in a new environment I have managed to adjust to the responsibilities asked of me and the businesses working expectations, this is important especially for the hotel hosstes position as that is a job I would be fairly new to and would be able to adapt accordingly. 
Time efficiency is something I manage very well due to not only my past job roles but also because of balancing University studies and a full time job, this skill will be carried onto a new job position which will give me the advantage of not feeling overwhelmed in time scrunch situations, an example of this may be a busy night at our hotel restaurant where many guests would like seating with us while we have limited available tables, I would be able to remain calm under the pressure, think though a clear method to be able to keep all guests happy and offer them a table efficiently.

Weaknesses 
One of my weakness may be that I need to develop my telephone communication, as English is not my first language, when I speak to a customer on the phone- where I cant see their body languase and faial expressions, I struggle to read their tone in order to understand if they are impatient or frustrated. Developing this would be ideal in order to provide excellent service to all customers. 
I would also like to develop confidence when dealing with unfamiliar situations such as any complaints. Developing this would mean can always remain clm under pressure and help every customer which may need assistance. 

Opportunities
Currently, my studies in Business Skills will offer me job opportunities and career development as I will build skills and knowledge of business, communication, leadership and professional development. Managing my assignments alongside a full time job has taught me how to manage my time accordingly. 

Threats
One threat I may face is the competitiveness in the job market, some applicants may have greater experience or qualifications than myself with would give them an advantage at securing the job position. 
Another threat is the constantly changing technology in administrative roles such as these two, this will force me to adapt which may become stressful

Evidence of readiness-

I believe I am a strong applicant for both job positions due to my experience working in a restaurant and a dental receptionist job previously, my experience has left me with greatly developed communication, teamwork, ability to work under pressure, adaptability and time management skills.
My current unviverity course further proves my readiness, completing assignments and overall working towards my degree requires time and resource organisation, independent learning research skills and meeting deadlines. 

Overall as mentioned in my SWOT analysis, I have plenty transferable skills which would be beneficial at both the dental receptionist and hotel receptionist role. While I still do need to develop some over the phone communication skills and my overall administrative knowledge. By carefully focusing on these areas of development, I can become prepared for a bigger range of job opportunities. 

Task3 Employment Goals and Personal Development plan 
As my short term employment plan I would like to develop more customer facing administrative positions such as Dental Receptionist or Hotel Receptionist while continuing my university studies. This is important to me as it will allow me to build on my exciting sills while developing new ones. 
My long term employment plan would preferably include me progressing into management roles with greter responsibilities such as a practice manager or hotel manager. This will also allow me to practice the skills learnt at my University Business degree and develop experience in managing a team, and work towards the businesses success
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Fulljob description

We are seeking a friendly,bubbly, dynamic and organized
Receptionist/Administrator tojoin our team and be the welcoming face
of our organization. Thisvitalrole combines front desk responsibiltes.
withadministrtive support, ensuring smooth daiy operations anda
positive experience forvsitor, clents, and staff like. The deal
candidatewillbring energy,professionalism, and a proactive attitude to
afost-paced environment, helping us maintain an effcient and riendly
workplace. This paid position offers an exciting opportunity to develop,
your administrative skills while contributing toa vibrant tear.

Duties

* Greetvisitors and clients warmly, providing excellent customer
service and directing them appropriately.

« Manage incoming call, screen inquiries, and relay messages.

promptly to the relevant departments or personnel

Maintain the reception ares, ensuring it i tidy, organized, and

welcomingatalltimes

Handle administrative tasks such as scheduling appointments,

managing calendars, and coordinating meetings

Support office operations by processing mail, managing supplies

inventory, and assisting with document preparation

Record visitor logs, monitor scurity protacols, and ensure

compliance with health and safety guidelines.

Collaborate with team members to streamline daily workflows and

improve overall office efficiency
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Proven office experience demonstrating strong organizational
skills and professionalism

Previous administrative experience is highly desirable to handle
diverse office tasks effectively

Excellent communication skills—both verbal and written—are
essential for interacting confidently with visitors and colleagues
Proficiency in Microsoft Office Suite (Word, Excel, Outlook) or
similar office software

Ability to multitask efficiently in a ively environment while
maintaining attention to detail

Friendly demeanor with a proactive approach to problem-solving
and customer service

Join us as a Receptionist/Administrator and be part of a team that
values enthusiasm, dedication, and excellence. This role offers the
chance to grow your administrative expertise in a supportive setting
while making a meaningful impact on our organization’s daily success.

Pay: £12.71-£15.00 per hour
Application question(s):

* Where doyou see yourself in 5 years ?

« Do you live within 30 minutes of the practice ?

* Would you describe yourself as a warm, friendly and approachable
person who enjoys interacting with customers and colleagues?
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Full job description
Restaurant Receptionist

Contrac

ull time.

‘About One Aldwych
(One Aldwychis an independent uxury hotelnthe heart of Covent
Garden. Home 10100 individually designed rooms and suites, Indigo,
the Lobby Bar and Charlie and the Chocolate Factory Afternoon Tea, he
otel has buita reputation for hospitalty with character. Independence
remainsat the heart of the business, creating  culture that values
indlvicuality and encourages fresh thinking.

Originalin shape, style and story, One Aldwych s place where people
canbuild thei carcers,contribute deas and take price n what they do.

Aboutindigo
Indigo st your typical hotel restaurant. Every dish on the menuis
entirly luten and dair free, without compromising on flavour,
presentation or experience. s a concept that has earned aloyal
following and continues to challenge perceptions of modern dining. For
those who enjoy learning, developing thei product knowledge and
working with something gencinely different,Indigo offers the
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Rewards you deserve

AtOne Adueych, we beliee people do theirbest work when they fee!
supported,recognised and abletogrow:

That's why we offer a range of benafit designed tosupport your
wellbeing, cevelopment snd ife outsice of work.

+ Compettive salary service charge and paid overtime

+ Work Life Baance: No double shifts and paid ovrtime for all hours
worked beyondyour contracted hours

+ Compiimentary Experiences: Enjoy a complmentary overnight
stay and dining experienceater qualifying service

+ Food &Baverage Discounts: Recelve 50% discount across our
restaurants and bars

« Hotel Discounts: Preferential accommodation rtes foryou, your
friends and familyat One Acueych and across the Exclusive
Collctionof usury hotels:

+ Local Perks: Access discounts and special ffers across shops,
restaurants and local businesses throughout Covent Garden and.
the surtounding area through London Heritage Quarter

+ Financial Support: Access Wagestream and receive a £1,000
bonus when you successfully refer afriend

« Holiday & Time Off: Receive 2810 32 days' holiday, increasing with
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« Mealz & Uniform: Complimentary mesls whist an duty and
professionaly laundered uriforms.

+ Learning & Developmen: Access training and development
opportunitie,career conversations and ongoing support

Recogniton & Celebraton: Long serice awards and programmes.

thatrecognise individual and team contributions

+ Wellbeing Support: Access confidentil supgort through our
Employee Assistance Programme, along with discounted onsite

massage and chiropody appointments

Whatyouwilldo

+ Deliveraarm, refined, and professional welcome, creaiing an
excaptionai it impression for every guest.

« Manage reservations, tablealcations, s seating plans to
ensure  seamless and eficient arivalexperience,

+ Escort guests o thei tables, ensuring  searpless handover (o
their assigned waiter.

« Respond toallalephon enquiies promptly, courteously, andin
accordance with brand standards.

« Mointainthe accuracy and presentation of menus, wine sts, and
allguest-facing ierature.

+ Ensure the reception and enirance areas are mpeccably
presented and consistenty reflect the restarant's kaaury
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allguest-facing lterature.

+ Ensure the reception and entrance areas are impeccably
presented and consistently reflect the restaurant’suxury.
standards.

What you willbring

+ Previous experiencein aluxury hotel o finedining restaurant

+ Awarm and welcoming approach with the abilty to create a
positive firstimpression for every guest

+ Strong communication skis and a genuine passion for food,
beverage, and guest service

+ Abilty o remain calm, organised, and professional during busy
service periods

+ Experience with restaurant reservation or booking systemsis
highiy desirable

+ Ateam-oriented attitude with a commitment to defivering
exceptional service standards

cveryone i welcome here. We are committed to creating a workplace
where everyone feels welcome, valued and respected.




