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Task 1 : Comparison of Job Advertisement
1. Clearly state your career. Clearly mention the field. For example – Human resources Manager. 
2. Create a list of skills and requirements needed in the field for the FOUR job advertisement.

Profession and Field
I have decided to pursue a career in business and project management as a junior project manager.
By supporting senior project managers, keeping an eye on deadlines, interacting with stakeholders, and making sure that project goals are fulfilled within scope, time, and budget, a junior project manager aids in the planning, coordination, and completion of projects.

Comparison of Job Advertisements
To understand the key skills and knowledge required for this profession, I analyzed four job advertisements for the role of Junior Project Manager from platforms such as Indeed and LinkedIn.
Across all four job advertisements, there were several common skills identified. Strong communication skills were consistently highlighted, as Junior Project Managers are expected to coordinate with team members and clients. Organizational and time management skills were also frequently mentioned, showing the need to manage multiple tasks, deadlines, and project documentation simultaneously.
Another key skill common to all advertisements was teamwork. Employers emphasized the importance of working together with project teams and supporting senior project managers. Additionally, problem-solving skills and the ability to work under pressure were identified as essential, particularly when dealing with project risks or changes.
In terms of knowledge areas, all four job adverts required a basic understanding of project management principles and methodologies. Familiarity with project planning, scheduling, and progress tracking was also a repeated requirement. Most employers expected candidates to have competence in digital tools, particularly Microsoft Office, and in some cases basic project management software.
Although the level of experience required varied slightly across the advertisements, all employers valued a willingness to learn, a proactive attitude, and an interest in developing a career in project management. This comparison shows that the Junior Project Manager role requires a balance of communication, organization, teamwork, and foundational project management knowledge.
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Task 2:  Self- Assessment and Evidence of readiness 
A SWOT is a popular self-assessment tool. Definition of Swot – research 
	Strengths

· Good communication skills
· Ability to explain ideas clearly
· Motivation to learn and improve
· Organisational skills and time management
· Experience working in teams during university projects
· Basic understanding of business and workplace skills
	Weaknesses

· Lack of confidence in presentations
· Need to improve academic and professional writing skills
· English is not my first language
· No completed business or management degree yet
· Limited professional work experience

	Opportunities

· Networking with classmates and lecturers
· Group projects that develop teamwork skills
· Being a university student provides learning opportunities
· Opportunity to build a career in project management
· Access to lecturer feedback and academic support


	Threats

· Limited job opportunities in some areas
· High competition for entry-level jobs
· Lack of full-time work experience
· Self-doubt and confidence issues






Evidence of Readiness
Based on my SWOT analysis and the feedback I've received throughout my academic journey, I believe I am developing the key skills needed to pursue a role as a Junior Project Manager. I have demonstrated strengths in communication, organization, and teamwork through university group projects and assignments, where I worked effectively with colleagues and consistently met deadlines.
Professors’ feedback has helped me identify areas for improvement, particularly in building confidence and enhancing my presentation skills. While I enjoy collaborating with others, I sometimes hesitate to voice my ideas in public settings, especially in English. However, I see this as an opportunity for growth rather than a limitation. By participating in presentations and group discussions, I am gradually becoming more confident and improving my communication skills.
My academic background in Business Skills provided me with a solid understanding of professional behavior, teamwork, and problem-solving competencies essential for a Junior Project Manager. 
To further prepare for employment, I aim to gain practical experience through internships, part-time roles, or project-based work related to business or project management. I also plan to continue improving my professional English and organizational abilities to meet industry standards.
In conclusion, while I am still refining certain important skills, my motivation, commitment to ongoing learning, and self-awareness suggest that I am well-positioned to embark on a career in project management and continue growing into a Junior Project Manager role.



























Task 3: Personal Development Plan 
Self Employment Goals: USE SMART 
	

	Short-Term Time Frame 

What do I want to 
accomplish in the next 
three to six months?

	Long-Term Time Frame 

What do I want to 
accomplish in the next 
two to three years? 

	Section 1 - My Goals  
 
What are my overall goals that I want to accomplish in this time period? 

 


	
• Improve presentation and communication skills in English

• Successfully complete current university modules and assignments

• Increase confidence in group work
	
• Secure a Junior Project Manager position 

• Build professional experience in project management 

• Continue personal and professional development


	Section 2 - Skills and Knowledge to be 
Learned 

What specifically do I need to learn? What project do I need to work on? 
 
 



	
• Academic writing skills 

• Presentation and communication skills 

• Basic project management knowledge
	
• Advanced project management skills 

• Leadership and decision-making skills 

• Stakeholder management

	Section 3 - Next Steps
 
How am I going to acquire the skills and knowledge? How am I going to do this project? 
 
 

Example: take Dreamweaver class; do an 
informational interview; set up a project outline 


	
• Actively participate in class presentations 

• Practice presentations and ask for lecturer feedback 

• Create weekly study plans
	

• Apply for Junior Project Manager roles 

• Gain on-the-job experience 

• Seek mentorship and further training


Personal Development Plan





	
	Short-Term Time Frame 

What do I want to 
accomplish in the next 
three to six months?

	Mid-Term Time Frame 

What do I want to 
accomplish in the next 
six months to two years? 
	Long-Term Time Frame 

What do I want to 
accomplish in the next 
two to three years? 

	Section 4 - Resources
 

What resources do I need? 
 
 
Example: free time; funding



	


• Lecturer feedback 

• University learning 
materials 

• Personal study time
	
	



• Career services 

• Job platforms (Indeed, LinkedIn)
 
• Support from lecturers 
and peers
	


• Professional training courses 

• Workplace mentoring 

• Time and financial resources

	Section 5 - Time Schedule 
 
What is my time schedule?  

		



• Start date: Immediately

• Review progress: Monthly

	· Start date: Next academic year 
· Review progress: Every 6 months
	
• Start date: After completing studies 

• Review progress: Annually

	

When will I start? 
 

	
I will start immediately, from the beginning of the current academic term.
	
I will start after completing my current academic modules and progressing to the next academic year.
	
I will start after completing my studies and gaining the necessary academic qualifications.
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