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[bookmark: _Toc61654958]Task 1 comparing Two Job Advertisements
[bookmark: _Toc773909935]Office Cleaning Jobs in Birmingham (Current Listings)
[bookmark: _Toc348659876] Part‑Time & Flexible Roles
[bookmark: _Toc867029375]1. Part‑Time Office Cleaner – Elite Cleaning Contractors Ltd
· Pay: £10/hour
· Hours: 12.5 hrs/week, Mon–Fri, 10:00 am start
· Requirements: 3–5 years cleaning experience, English speaking, driving licence
· Notes: On‑site parking; must follow PPE guidelines.

[bookmark: _Toc1898719673]Key Skills for Office Cleaning Jobs
[bookmark: _Toc141163115] Core Cleaning Skills
· Vacuuming, mopping, dusting, and wiping surfaces
· Cleaning washrooms, kitchens, hallways, and office areas
· Emptying bins and waste management
· Using cleaning chemicals safely (many job ads highlight safe handling and storage) 
· Operating basic cleaning equipment (vacuum, floor buffer, etc.)
[bookmark: _Toc2127558584] Professional & Workplace Skills
· Reliability and punctuality — employers consistently look for dependable cleaners.
· Ability to work independently — many roles involve working alone or outside office hours. 
· Attention to detail — ensuring desks, floors, and shared areas are thoroughly cleaned.
· Time management — completing tasks within short shifts (often 1–2 hours).
· Communication skills — especially for key‑holding roles or reporting issues.
[bookmark: _Toc148446966]Health, Safety & Compliance Knowledge
· Understanding of COSHH (Control of Substances Hazardous to Health)
· Safe storage and use of chemicals — explicitly mentioned in job listings. 
· Basic knowledge of PPE (gloves, masks, etc.)
· Awareness of workplace hygiene standards (especially post‑COVID)
[bookmark: _Toc2023237336]Additional Skills Often Requested
· Key‑holding ability — some roles require unlocking/locking buildings.
· Driving licence — useful for mobile cleaning roles.
· Ability to follow cleaning schedules and supervisor instructions.
· Flexibility — early mornings, evenings, or weekend shifts.
[bookmark: _Toc1313546265] Areas of Knowledge for Office Cleaners
	Area of Knowledge
	Why It Matters

	Cleaning products & chemicals
	Ensures safe and effective cleaning.

	Office hygiene standards
	Helps maintain a professional environment.

	Waste disposal procedures
	Required for compliance and cleanliness.

	Security protocols
	Important for key‑holding and after‑hours work.

	Equipment maintenance
	Prevents damage and ensures efficiency. 


 
Key Skills for a Front of House Cleaner
[bookmark: _Toc699686900] 1. High‑Standard Cleaning Skills
Front‑of‑house areas must look spotless because they create the first impression. Key abilities include:
· Polishing surfaces, glass, and mirrors to a streak‑free finish
· Dusting and sanitizing reception desks, seating areas, and touchpoints
· Vacuuming and mopping high‑traffic floors
· Maintaining spotless washrooms and visitor areas
· Spot‑cleaning spills quickly and discreetly
·  2. Customer Service & Professionalism
Front‑of‑house cleaners often work around staff, clients, and visitors. Important skills:
· Friendly, polite, and approachable behavior
· Professional appearance and communication
· Ability to work around people without disrupting business
· Confidence to answer simple visitor questions or direct them appropriately
[bookmark: _Toc592135412]3. Attention to Detail
This role requires a sharp eye for presentation:
· Noticing fingerprints on glass
· Straightening furniture
· Ensuring brochures, magazines, or displays look tidy
· Spotting issues before guests do
·  4. Time Management & Efficiency
Front‑of‑house cleaning often happens:
· Before opening
· During quiet periods
· Between meetings or events
You need to:
· Priorities tasks
· Work quickly without compromising quality
· Follow a cleaning schedule
[bookmark: _Toc1896035940] 5. Security & Confidentiality Awareness
Because you work near reception and meeting rooms:
· Respect confidentiality
· Follow visitor and access protocols
· Handle key‑holding responsibly (if required)
[bookmark: _Toc1758360827] 6. Health & Safety Knowledge
Essential knowledge includes:
· Safe use of cleaning chemicals
· COSHH awareness
· Correct use of PPE
· Understanding of slip hazards and signage
· Basic first‑aid awareness (optional but valued)
[bookmark: _Toc52887023] 7. Equipment Handling
Front‑of‑house cleaners often use:
· Vacuum cleaners
· Floor polishers (sometimes)
· Glass‑cleaning tools
· Sanitising equipment
Knowing how to maintain and store equipment safely is a plus.
[bookmark: _Toc949166143] Areas of Knowledge for Front of House Cleaning
	Area
	Why It Matters

	Customer service etiquette
	You work in visible, guest‑facing spaces.

	Reception area standards
	Ensures a professional first impression.

	Hygiene & sanitation
	Keeps high‑traffic areas safe and clean.

	Waste management
	Helps maintain a tidy, organized environment.

	Emergency procedures
	Important when working near public







These two jobs are including cleaning key skills like moping dusting hoovering tasks.
Also include fallowing and respecting COSH regulation like putting yellow sings when you mop or hoover.
[bookmark: _Toc1661056331]Task 2: Self Assessment and Readiness for Employment
[bookmark: _Toc2060709573]2.1: Self Assessment
This section focus on self assessment using SWOT analysis
Table1: Personal SWOT Analysis
	Strength:
· Communication skills
· Hard working person
· Organized person
· Ready to fulfill and deliver good service
· Good time management
· Team working person
· Strong attention to detail — ensures high‑quality cleaning standards
· Reliability and punctuality — highly valued in all cleaning roles
· Ability to work independently — many cleaning jobs require self‑management
· Good physical stamina — able to handle repetitive tasks and long periods on your feet
· Knowledge of cleaning chemicals and equipment
· Experience with COSHH and health & safety procedures
· Flexibility with hours — early mornings, evenings, weekends
· Customer‑facing professionalism (especially for front‑of‑house cleaners)
· 
	Opp Opportunities (External Advantages)
· High demand for cleaners — offices, schools, hospitals, hotels, retail
· Growth in hygiene awareness — especially post‑COVID
· Chance to specialise (e.g., deep cleaning, medical cleaning, carpet cleaning)
· Possibility to become a supervisor or team leader
· Opportunity to start your own cleaning business
· Flexible working hours — ideal for parents, students, or part‑time workers
· Upskilling — COSHH training, equipment training, customer service skills



	· Weakness Physically demanding work — can lead to fatigue or injury
· Repetitive tasks — may feel monotonous
· Limited career progression in some companies
· Dependence on shift availability — hours can be reduced during quiet periods
· Need for speed and accuracy — pressure to complete tasks quickly
· May require travel between sites (if mobile cleaner)
· Low pay in some roles compared to other industries


	Treats Threats (External Risks)
· High competition — many applicants for the same roles
· Automation — some companies use cleaning robots for basic tasks
· Budget cuts — cleaning hours may be reduced
· Health risks — exposure to chemicals, germs, or heavy lifting
· Economic downturns — businesses may outsource or reduce cleaning contracts
· Strict health & safety regulations — mistakes can lead to disciplinary action




Source: Authors Own
I am a very organized person I am 
[bookmark: _Toc402932336]2.2: Readiness for Employment
I am available to find a cleaning job. Academic achievements at the moment I am studding university Business and Management. I am having 7 years experience in cleaning fields I had been cleaning houses for private tenants. I had good reviews and feedback from my employer and collogues.
[bookmark: _Toc936047045]Task 3

3.2Develop a Personal Development Plan: 
Personal Development Plan (PDP) for a Cleaning Professional
[bookmark: _Toc1761564007]1. Personal Profile
A reliable and hardworking cleaning professional with strong attention to detail, good time‑management skills, and experience maintaining high standards of hygiene in office and front‑of‑house environments. Looking to develop skills, increase efficiency, and progress into more specialised or senior cleaning roles.
[bookmark: _Toc1053314739] 2. Key Goals
[bookmark: _Toc752624170]Short‑Term Goals (1–6 months)
· Improve knowledge of cleaning chemicals and COSHH guidelines
· Strengthen communication and customer‑service skills
· Increase speed and efficiency while maintaining high standards
· Build confidence in using new cleaning equipment
· Improve organization and time‑management during shifts
[bookmark: _Toc816092216]Medium‑Term Goals (6–12 months)
· Complete a recognized cleaning or health & safety course
· Take on more responsibility (e.g., key‑holding, training new staff)
· Learn specialist cleaning techniques (carpet cleaning, deep cleaning, floor care)
[bookmark: _Toc195537991]Long‑Term Goals (1–3 years)
· Progress into a supervisor or team leader role
· Gain qualifications in facilities management or supervisory skills
· Potentially move into mobile cleaning or specialist commercial cleaning 

· Skills to Develop
	Skill Area
	What to Improve
	Why It Matters

	Cleaning Techniques
	Deep cleaning, stain removal, floor care
	Improves quality and efficiency

	Customer Service
	Polite communication, professional behaviour
	Essential for front‑of‑house roles

	Health & Safety
	COSHH, PPE, safe chemical handling
	Required by all employers

	Time Management
	Prioritising tasks, working to schedules
	Helps complete shifts on time

	Teamwork
	Supporting colleagues, sharing tasks
	Important in larger sites

	Leadership (future)
	Delegation, training others
	Needed for supervisor roles


[bookmark: _Toc586068374]4. Action Plan
[bookmark: _Toc1231090588]Training & Courses
· Complete COSHH awareness training
· Attend manual handling and PPE training
· Take a customer‑service workshop (online or employer‑provided)
· Learn to operate new cleaning equipment (buffers, carpet machines)
[bookmark: _Toc1422061823]On‑the‑Job Actions
· Ask supervisor for feedback monthly
· Shadow an experienced cleaner for advanced techniques
· Practise faster cleaning routines without losing quality
· Take responsibility for a specific area (e.g., reception, meeting rooms)
[bookmark: _Toc117089517]Self‑Development
· Watch short training videos on cleaning methods
· Create a checklist for daily tasks
· Track time spent on each task to improve efficiency
[bookmark: _Toc55458876] 5. Success Measures (How You Know You’re Improving)
· Fewer missed tasks or supervisor corrections
· Positive feedback from staff, visitors, or managers
· Completing cleaning routes faster
· Increased confidence using equipment
· Being trusted with key‑holding or opening/closing duties
· Opportunities offered for extra hours or responsibility
[bookmark: _Toc214128843]6. Review Schedule
· Monthly: Review progress with supervisor
· Every 3 months: Update goals and training needs
· Every 6 months: Add new skills or responsibilities achieved
If you want, I can customize this PDP with:
· your name
· your current skills
· your job role (office cleaner, front‑of‑house cleaner, mobile cleaner)
· your career goals





