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TASK 1: 
In Task 1, I will compare two job adverts to identify the key skills and knowledge required for my chosen profession. The first job advert is for a Folder Print Machine Operative, and the second is for a Product Manager role. I will analyse both roles to understand their responsibilities and the type of skills employers are looking for 
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	Job advert
	Key skills
	Knowledge Areas 
	Source 

	Folder Print Machine Operative
	Teamwork, communication, problem-solving, attention to detail, ability to meet targets, willingness to learn, machine operation skills
	Knowledge of print/packaging processes, machine setup and operation, production workflow, health and safety standards
	Indeed 

	Product Manager
		



	Communication, leadership, problem-solving, analytical skills, project management, teamwork, decision-making



	Knowledge of product lifecycle, market research, business strategy, customer needs, data analysis, stakeholder management
	Indeed 
















The table shows the main skills and knowledge needed for two different jobs: Folder Print Machine Operative and Product Manager. The machine operative role is focused on hands-on work. It needs skills like teamwork, problem-solving, paying attention to detail, and being able to meet targets. You also need to understand machines, production processes, and safety rules. Communication is important so you can follow instructions and report any issues.
The Product Manager role is more about planning and leading projects. Key skills include communication, leadership, problem-solving, teamwork, and managing projects. Knowledge areas include understanding the product lifecycle, market research, business strategy, and working with stakeholders.
Even though the jobs are very different, they share some important skills. Both need good communication, teamwork, and problem-solving. Communication is especially important because, in both roles, it helps people work together, solve problems quickly, and make sure tasks are done properly.
This shows that even in very different jobs, some soft skills like communication are essential and useful in almost any workplace.


task2: Self-Assessment and Evidence of Readiness 

I am using a SWOT analysis to think about my strengths and weaknesses and to understand myself better. It helps me see what I am good at and what I need to work on. I can also look at opportunities I might have, like learning new skills or getting experience, and things that might make it harder for me, like challenges in the workplace. Doing this makes it easier to plan how to improve and get ready for a job in the future. It also helps me focus on using my strengths in the best way.











table2: swot analysis


	Strengths
	Weaknesses

	Good teamwork skills – I work well in group projects and support others.

Communication – I can explain my ideas clearly in discussions and presentations

 Problem-solving – I can think logically to find solutions to issues.
	Time management – I sometimes struggle to balance tasks and meet deadlines.

 Confidence – I can feel nervous speaking in front of large groups.

 Technical skills – I need to improve my use of certain software relevant to my field.

	Opportunities
	Threats

	Learning new skills through university projects or online courses.

 Gaining work experience through internships or part-time jobs.

 Mentoring and feedback from tutors or peers to help improve.
	Competition in the job market – other candidates may have more experience.

 Limited professional network – not knowing many people in my chosen industry.

 Changes in industry requirements – needing to learn new tools or methods quickly.







Looking at my SWOT analysis has helped me think clearly about my strengths and weaknesses and how they relate to employability. One of my main strengths is teamwork. I enjoy working with others and contributing to group projects. For example, during university assignments, I often help my team organise tasks and make sure everyone understands their role. Teamwork is important in most jobs, as employers value people who can cooperate and support others.
Another strength is communication. I can explain my ideas clearly in discussions and presentations. This has helped me in class projects and group work, and it is an essential skill in any workplace because it helps people work together effectively and avoid misunderstandings. I also consider problem-solving as a key strength. When challenges come up, I can think logically and find solutions rather than becoming stressed. This has helped me complete projects successfully and handle unexpected issues.
However, I know I have weaknesses I need to work on. Time management can be difficult when I have multiple deadlines, as I sometimes spend too much time on one task and then rush others. I also struggle with confidence, especially when speaking in front of large groups, which can make me nervous and affect performance. Finally, my technical skills could be stronger, particularly using software that is important for my future career. Improving these areas will make me more efficient and employable.
The opportunities I identified in my SWOT give me ways to grow. University projects and online courses can help me improve my skills and confidence. Gaining work experience through part-time jobs or internships can give me practical knowledge and help me stand out to employers. Feedback from tutors, peers, or mentors is also valuable because it helps me understand what I do well and what I need to improve.
There are also threats that I need to consider. The job market is competitive, so I need to make sure my skills and experience are strong enough to stand out. My professional network is still small, which could make it harder to find opportunities. Industries change quickly, and I may need to learn new tools or methods to stay up to date.
Overall, reflecting on my SWOT has helped me understand myself better and see where I can improve. I feel ready for employability because of my teamwork, communication, and problem-solving skills. By addressing my weaknesses and taking advantage of opportunities, I can increase my chances of success in future jobs. My experiences in university, group projects, and feedback from others give me confidence that I am ready to start my career and continue learning and developing professionally.
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Based on my weaknesses from the SWOT analysis, I have set some short-term and long-term employment goals. In the short term, I want to improve my time management, build confidence in public speaking, and strengthen my technical skills. These goals are important because managing my time better will help me meet deadlines, being more confident will make it easier to share my ideas, and improving my technical skills will allow me to complete tasks more efficiently. My long-term goals are to secure a job in my chosen industry, take on higher responsibilities, and build a professional network. These align with my career aspirations because they help me start my career, develop professionally, and create opportunities for growth.
To achieve these goals, I have created a personal development plan. For time management, I will use planners, set daily tasks, and review my progress weekly. To build confidence in public speaking, I will practice in class presentations, join group discussions, and ask for feedback from peers and tutors. For technical skills, I will take online courses and practice relevant software regularly, checking my improvement each month. For my long-term goals, I will apply for internships and part-time roles to gain experience, take on extra responsibilities where possible, and attend industry events to expand my professional network.
I will measure my progress by tracking completed tasks, recording feedback received, and reflecting on improvements in skills and confidence. By following this plan, I can gradually address my weaknesses, use my strengths effectively, and prepare myself for future career opportunities while working towards my personal and professional development. 

Table 3: Employment goals
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	Why It’s Important
	How I Will Achieve It

	Improve time management
	Meet deadlines
	Use planners and organise task

	Build confidence in public speaking
	Share ideas clearly
	Practice and get feedback

	Strengthen technical skills
	Work efficiently
	Take online courses and practice

	Gain work experience
	Learn about the workplace
	Apply for internships or part-time jobs
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	Goal
	Why It’s Important
	How I Will Achieve It

	Improve time management
	Helps me finish tasks on time
	Use planners, make daily to-do lists

	Build confidence in public speaking
	Makes it easier to share ideas
	Practice in class, join discussions, get feedback

	Strengthen technical skills
	Helps me do tasks more efficiently
	Take online courses, practice relevant software
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Table 3.2: long-term goals


	Goal

	Why It’s Important
	How I Will Achieve It

	Get a job in my chosen industry
	Start my career and use my strengths
	Apply for internships, graduate roles, and part-time work

	Progress to higher responsibilities
	Grow professionally and develop my career
	Take extra responsibilities, continue learning, and gain mentoring

	Build a professional network
	Helps find opportunities and support career growth
	Attend events, connect with peers, tutors, and professional
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Table 4: Personal development plan


	Area to Develop
	Action
	Timeline
	How to Measure Progress

	Time management
	Use planners and organise daily tasks
	Weekly
	Check tasks completed on time

	Public speaking
	Practice in class and get feedback
	Each presentation
	Note confidence improvements and feedback

	Technical skills
	Take online courses and practice software
	2–3 hours per week
	Complete exercises and courses

	Networking
		



	Attend events and connect with people



	Next 6 months
	Keep a list of new contacts
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