
Job advert 1: 
Mode: Full-time
Hours: Monday to Thursday 8-5pm. Friday 8am-2:30pm. No weekends
An interesting position with lots of opportunities for progression, working with an exciting customer base with strong forecasts for growth.
We are looking for approachable, all-rounded customer support/warehouse op candidates, who thrive under pressure and can deliver exceptional customer service whilst also working within a warehouse supporting role. Full UK driving license would be required as you'd be driving with a company van. Furthermore, this would be a great opportunity for those interested in pursuing a long-term career and willing to progress into managerial or senior sales roles in the future.
Key responsibilities will include:
Customer Services:
Handling incoming calls, answering emails, identifying and evaluating customers' needs to deliver satisfaction, going the extra mile to engage customers, purchasing stock, general operations in the POS, communicating with colleagues, and providing customers with updates. IT skills would be advantageous.
Warehouse:
Picking, packing, receiving, cycle counts, managing shipping and processing goods in, general warehouse operations. Forklift licence would be a big plus but can be obtained on-the-job.
If you have warehouse and/or customer service experience and would like to build your career with a well-established company, then this position is the right fit for you.
Job advert 2:
We are seeking a highly organised and proactive Project Co-Ordinator / Junior Project Manager to support the successful delivery of retail production and design projects. 
This is an exciting opportunity for someone looking to develop their career in project management within a creative, hands-on, and production-driven environment. This is a primarily office-based role; however, flexibility is essential. Retail projects often require site visits, installation support, and night work. Out-of-hours communication and coordination may also be required during live installations or key project phases. You will work closely with senior project managers, designers, suppliers, and clients to ensure projects are delivered on time, within budget, and to the highest quality standards. 
Key Responsibilities Assist in planning, scheduling, and coordinating multiple retail production projects Support project managers with timelines, budgets, and resource allocation Liaise with internal design, production, and installation teams Communicate with suppliers and vendors to track manufacturing progress Prepare project documentation, status reports, and meeting notes Monitor project milestones and proactively flag potential risks Assist with procurement processes and cost tracking ensure quality control standards are maintained throughout production. Attend site visits and support on-site installations as required Provide out-of-hours communication and coordination support during installations when necessary.
Requirements:
· 1–3 years’ experience in project coordination, production, or a related role Experience in retail production, design, visual merchandising, POS, or shopfitting preferred.
· Strong organisational and time management skills Excellent written and verbal communication skills Ability to manage multiple projects in a fast-paced environment. Proficient in Microsoft Office (Excel, Word, Outlook) Knowledge of project management tools (e.g., Monday.com, Asana, MS Project) is advantageous.
· Flexible and willing to work occasional evenings or night shifts to support installations.
· Proactive, solutions-focused mindset What We Offer Clear pathway to progress into a Project Manager role Exposure to major retail brands and large-scale rollouts Creative, collaborative, and supportive work environment Competitive salary (based on experience) 
Ongoing career development and training opportunities. 

Task 1: Comparison of Job Adverts
The two selected job adverts present different roles within the retail and production industry: a Customer Support/Warehouse Operative position and a Project Co-Ordinator/Junior Project Manager role. Although these roles differ in responsibilities and seniority, they share several key skills and knowledge requirements relevant to a career within the retail production and Point of Sale (POS) sector.

Firstly, both roles emphasise the importance of strong communication skills. The Customer Support/Warehouse role requires handling customer enquiries, responding to emails, and providing updates, while the Project Co-Ordinator role involves liaising with internal teams, suppliers, and clients. This demonstrates that effective communication is essential across both operational and managerial levels to ensure smooth workflow and customer satisfaction.
Secondly, organisational and time management skills are highlighted in both adverts. The warehouse role involves managing stock, processing goods, and handling multiple operational tasks, often under pressure. Similarly, the Project Co-Ordinator role requires managing multiple projects, tracking timelines, and coordinating resources. This shows that being organised is crucial in maintaining efficiency and meeting deadlines in fast-paced environments.
Another shared skill is the ability to work under pressure and manage multiple tasks simultaneously. Both roles operate in dynamic environments where unexpected challenges may arise, requiring individuals to remain calm, adaptable, and proactive. Additionally, both adverts mention the importance of teamwork and collaboration, indicating that working effectively with colleagues is a key requirement in both positions.
One of the most important shared skills is communication. This skill is vital in the retail production and project management profession because it ensures clarity, reduces errors, and improves overall efficiency. According to Armstrong (2020), effective communication is essential for coordinating tasks, managing stakeholder expectations, and ensuring successful project outcomes. In the context of these roles, poor communication could lead to delays, misunderstandings, or customer dissatisfaction.
Furthermore, communication supports relationship-building with clients, suppliers, and team members, which is critical for long-term business success. In project management, clear communication helps ensure that all stakeholders are aligned with project goals, timelines, and budgets (Kerzner, 2017). Similarly, in customer service roles, it directly impacts customer experience and satisfaction.
In conclusion, while the two job roles differ in scope, they share key employability skills such as communication, organisation, teamwork, and the ability to work under pressure. Among these, communication stands out as a fundamental skill that underpins success in both roles and across the wider profession.

Task 2: Self-Assessment and Evidence of Readiness

A self-assessment is an important tool for evaluating personal strengths and identifying areas for development in relation to employability. One commonly used framework is the SWOT analysis, which examines strengths, weaknesses, opportunities, and threats (Gürel and Tat, 2017). This section applies a SWOT analysis to assess my current employability skills based on my academic studies and professional experience within the Point of Sale (POS) production industry.
Strengths
One of my key strengths is my project coordination and organisational skills. In my current role as a Production Project Coordinator, I manage multiple projects simultaneously, ensuring that schedules, materials, and production stages are aligned. This demonstrates my ability to plan, prioritise, and meet deadlines in a fast-paced environment. According to Armstrong (2020), effective organisation is a critical employability skill, as it enables individuals to manage workloads efficiently and deliver results.
Another strength is my ability to work under pressure. The POS production environment often involves tight deadlines and unexpected challenges. My experience supervising teams and resolving operational issues has helped me remain calm and focused, ensuring workflow efficiency. This aligns with the expectations identified in both job adverts, where the ability to handle multiple tasks and perform under pressure is essential.

Additionally, I have strong communication and teamwork skills. I regularly liaise with production teams, ensuring that project requirements are clearly understood and executed. I have also gained customer service experience, which has improved my ability to interact with clients and respond to their needs effectively. Communication is widely recognised as a key transferable skill for employability, as it supports collaboration and reduces misunderstandings (Robbins and Judge, 2021).

Finally, my leadership skills are demonstrated through my promotion from Team Leader to Project Coordinator within one year. This achievement reflects my ability to take initiative, manage people, and contribute positively to organisational performance.

Weaknesses
Despite these strengths, there are areas where I require further development. One key weakness is my limited experience with advanced project management tools, such as Asana, Monday.com, or MS Project. While I am proficient in Microsoft Excel and Word, developing expertise in these specialised tools would enhance my efficiency and align my skills more closely with industry expectations.
Another area for improvement is my limited experience in client-facing project management at a higher level. Although I have strong internal communication skills, I would benefit from gaining more exposure to direct client management, presentations, and stakeholder engagement.
Additionally, while I am flexible and adaptable, I have limited experience with site visits and installations, which are often required in project management roles within retail production. Gaining practical exposure to these aspects would strengthen my overall understanding of project delivery.

Opportunities
There are several opportunities available to support my career development. Firstly, my current role provides a strong foundation for progression into a Project Manager position, as highlighted in both job adverts. The skills I have developed, such as scheduling, cost control, and team supervision, are directly transferable to higher-level roles.
Secondly, there are opportunities to undertake professional training and certifications, such as PRINCE2 or Agile project management. These qualifications are widely recognised and would enhance my credibility and employability within the industry.
Furthermore, the growth of the retail and POS sector presents opportunities to gain experience in large-scale projects and client interactions, allowing me to expand my professional network and develop new skills.

Threats
One potential threat is the high level of competition within the project management field. Many candidates may have more experience or formal qualifications, which could make it more challenging to secure advanced roles.
Another threat is the rapid advancement of technology, particularly in project management software. Without continuous learning, there is a risk of my skills becoming outdated.
Finally, the demand for flexibility, including night shifts and site work, may present challenges in maintaining work-life balance. However, being adaptable can help mitigate this risk.

Evidence of Readiness for Employability
My professional experience provides strong evidence of my readiness for employability and career advancement. My current role as a Production Project Coordinator demonstrates my ability to manage responsibilities, coordinate projects, and contribute to organisational success. The promotion from Team Leader to Project Coordinator highlights my capability to develop and take on increased responsibility.
Additionally, my experience in customer service and warehouse operations has provided me with a broad skill set, including communication, problem-solving, and teamwork. These transferable skills are essential for employability across different roles and industries.
My academic studies have also contributed to my understanding of employability concepts, such as SWOT analysis and personal development planning. By applying these frameworks, I can critically evaluate my skills and identify areas for improvement.
Overall, my combination of practical experience, transferable skills, and willingness to learn demonstrates a strong level of readiness for employment and future career progression within project management.

Task 3: Employment Goals and Personal Development Plan 

Based on the weaknesses identified in my SWOT analysis, I have established both short-term and long-term employment goals to support my career development.

Employment Goals
My short-term goal is to secure a role as Junior Project Manager within the retail production or POS industry. This will allow me to build on my current experience, develop my skills further, and gain exposure to client-facing responsibilities and project management tools.
My long-term goal is to progress into a Project Manager position, where I can lead projects independently, manage client relationships, and contribute to strategic decision-making. This goal is important to me as it aligns with my career aspirations and my interest in leadership and project delivery.

Personal Development Plan
To achieve these goals, I have developed a personal development plan with specific actions:
Firstly, I will improve my knowledge of project management tools by completing online training courses and weekly training sessions in my current employment within the next six months. Progress will be measured by my ability to use these tools effectively in practical scenarios.
Secondly, I will seek opportunities to gain client-facing experience by volunteering to support meetings, presentations, or communications within my current role. This will help build my confidence and professional communication skills.
Thirdly, I plan to enrol in a project management certification, such as PRINCE2, within the next 12 months. This qualification will enhance my knowledge and improve my career prospects.
Finally, I will aim to gain experience in site visits and installations by expressing my interest in participating in these activities at work. This will provide practical insight into project implementation.
In conclusion, by following this development plan, I will be able to address my weaknesses, strengthen my employability skills, and achieve my career goals in project management.


Armstrong, M. (2020) Armstrong’s Handbook of Human Resource Management Practice. 15th edn. London: Kogan Page.
Gürel, E. and Tat, M. (2017) ‘SWOT analysis: A theoretical review’, Journal of International Social Research, 10(51), pp. 994–1006.
Kerzner, H. (2017) Project Management: A Systems Approach to Planning, Scheduling, and Controlling. 12th edn. Hoboken: John Wiley & Sons.
Robbins, S.P. and Judge, T.A. (2021) Organizational Behavior. 18th edn. Harlow: Pearson.
