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Task 1 - Comparison of Job Advertisements and Key Employability Skills
There are various skills and areas of knowledge required to be successful as an office assistant. In the first advertisement by Change Hospitality, the employer requires strong organisational skills, attention to detail, IT skills, communication, the ability to prioritise workloads and knowledge of administrative and financial processes (Caterer, 2026). The role also involves maintaining accurate records, managing correspondence, completing data entry, supporting invoicing and helping to maintain efficient office systems.
Similarly, the second advertisement for an Office Assistant at Linxon requires strong organisational, communication and time-management skills, together with IT literacy and the ability to work independently. The role includes maintaining accurate records, coordinating meetings rooms, managing office supplies, supporting onboarding and offboarding, and providing administrative support to the wider team (Indeed, 2026). It also requires problem-solving, attention to detail, adaptability and a customer-service mindset.
Therefore, both advertisements demonstrate that organisation, communication, IT knowledge, attention to detail and the ability to manage several responsibilities are important for office assistant. However, there are some differences between the roles. The Caterer position places greater emphasis on finance administration, invoicing, reporting and business documentation, whereas the Linxon position focuses more on office coordination, onboarding, workplace procedures and supporting different teams.
Examining these requirements, I believe that organisation is the most important skill for me to develop. An office assistant needs to manage records, correspondence, meetings, reports and requests from colleagues at the same time. In my current supervisory role, I already coordinate different tasks, respond to operational issues and prioritise responsibilities during busy periods. However, an office-based role would require me to apply these abilities to administrative tasks such as documentation, records and business processes. Developing stronger organisational skills would therefore help me become more effective in managing these responsibilities and adapting my existing experience to an administrative environment. This skill is also relevant to my longer-term ambition to progress towards an operations or business management career, where planning, prioritisation and efficient coordination are essential.

Task 2 - Reflective Self-Assessment and Evidence of Readiness
A SWOT analysis is a useful framework for identifying personal strengths and weaknesses and considering external opportunities and threats that may affect career development. It can help me understand my current position and identify specific areas that require further development. 
SWOT Analysis 
	Strengths 
	Weaknesses

	I am highly committed to achieving a professional career as an operations/business manager and I am currently studying business management, with the intention of completing my bachelor’s and master’s degrees.

I have practical experience working as both a Housekeeper and a Supervisor, which has helped me develop leadership, team coordination, problem-solving, reliability, decision-making, and a strong work ethic in a fast-paced working environment.

I am improving my English language and professional communication skills through university study and researching professional terminology and practising active listening. 

I possess good digital skills, and I am confident using technology for learning, communication, research and organisation. I continue develop my knowledge of Microsoft Office Applications, online collaboration tools and business-related software.
	Currently have limited experience working in operational management and business leadership roles.





Balancing work, university studies and personal commitments can sometimes affect my available study time.





I have limited skills in business reporting, budgeting, performance monitoring and strategic planning.


My advanced Microsoft Excel, data analysis and business performance management skills need further study, practice and development.




	Opportunities
	Threats

	The UK job market offers opportunities for operations and business roles across different industries, while completing my degree and future Master's will strengthen my qualifications.


Part-time supervisory, team leader, operation support or customer service management roles could provide valuable practical management experience while studying.

University career services, networking events and workshops can help me gain professional contacts and guidance.

Online learning platforms provide opportunities to gain certifications in Excel, Microsoft Office, project management, leadership and operations management.
	Competition from graduates who already have management, leadership or operational experience, together with increasing automation, AI and economic uncertainty, may reduce some opportunities in routine administrative work.

Financial pressures and the need to work while studying may create challenges in maintaining a good work-life-study balance.


Some operations and business management roles may require specific professional qualifications, leadership certifications or advanced business software knowledge that I do not currently possess and will need to develop in the future.




My main strengths are my practical background, current education and ability to work in demanding operational environments. My supervisory experience has developed leadership, decision-making, reliability, problem-solving and team coordination, which can be transferred to administrative and operational roles. For example, working in hospitality has required me to coordinate tasks, respond to operational issues and work effectively with different colleagues and departments. These experiences are relevant to office assistant because organisational and interpersonal skills are required when supporting teams and maintaining efficient business processes. My studies are also helping me develop business knowledge alongside these practical skills. Cottrell (2021, p. 2) emphasises that effective self-management is an important factor in achieving success. This supports the importance of understanding my current abilities and managing my development towards my career goals.
The SWOT analysis also identifies clear areas for further development. I do not yet have extensive confidence in formal operational management and business leadership roles, while my knowledge of business reporting, budgeting, performance monitoring and strategic planning requires further development. I also need to improve my advanced Microsoft Excel and data-analysis skills. These areas are important because future administrative and operational roles may require accurate information management, reporting and support for business decisions. Furthermore, balancing employment and university can limit the time available for development. Therefore, my development needs are not only related to gaining new technical knowledge, but also to managing my available time effectively. Identifying these weaknesses gives me clear priorities that can be addressed through training, university resources and relevant work experience.
Evidence of Readiness
My academic development provides important evidence of my readiness for further professional advancement. I am currently studying Business Management and intend to progress towards a bachelor’s and master’s degree. Through my university studies, I have developed knowledge of business administration, organisational processes, employability and career development. University activities have also helped me develop practical skills in CV writing, interview preparation, presentations and professional communication. These skills have helped me understand how business knowledge can be applied to professional situations and are preparing me for a transition into office assistant and, in the longer term, operational management.
My employment experience provides further evidence of my readiness. In my current role as a Public Area Supervisor at Park Plaza, I contribute to daily operations through documentation, operational records, reporting and team coordination during large-scale events. My supervisory experience has strengthened my ability to manage competing priorities, communicate with different departments, solve operational problems and maintain standards in a demanding working environment. My current responsibilities demonstrate that I already possess transferable operational, organisational and supervisory skills that can support my progression into an administrative or operations-support role.
My education and employment therefore complement each other. My university studies provide the theoretical understanding of business and management, while my employment allows me to apply transferable skills in a real working environment. For example, my experience of coordinating tasks and responding to operational issues supports the organisational and problem-solving skills required in office assistant. At the same time, my studies are helping me develop the business knowledge needed to progress beyond my current level of responsibility. This combination gives me a strong foundation for professional development.
However, I recognise that my current skills do not yet fully meet the requirements of my long-term career aspiration. My SWOT analysis identified areas that require further development, particularly advanced Excel, business reporting, data analysis and formal operational management knowledge. Developing these skills through university study, professional training and relevant work will strengthen the connection between my current abilities and my future management career.
My SWOT can also be developed through a TOWS approach. Cottrell (2021, p. 206) asks, “How can I use these to work around weaknesses, open up opportunities or manage threats?” This approach encourages me to turn my existing strengths into practical development opportunities. For example, I can use my supervisory skills and current education to seek operations-support, coordinator or team-leader opportunities while continuing my studies. University careers support, networking and online training can also help me develop the technical skills I currently lack. This would allow me to build on my existing background while reducing the impact of threats such as competition from candidates with greater administrative or operational experience.
Overall, my education and employment provide strong evidence of readiness because they demonstrate both developing business knowledge and practical workplace understanding. My university studies are preparing me academically, while my supervisory role demonstrates responsibility, coordination, communication and operational awareness. I therefore have a solid foundation for progression into office assistant or operations support, while recognising that targeted development is still necessary to achieve my longer-term Operations or Business Management career.

Task 3 - Employability Goals and Personal Development Plan
My employability goals are based directly on the weaknesses identified in my SWOT analysis. They focus on professional communication, Excel and data analysis, administrative skills, academic achievement and progression towards management. These goals are important because they provide a clear route from my current background towards my long-term career aspiration.
Employability Goals
1. Short term: By September 2026, I will start and complete a recognised professional English course and achieve its certificate to improve my professional communication. 
2. Short term: By May 2027, I will complete an online Excel course and obtain a certificate, improving my ability to use spreadsheets, formulas, charts and data. 
3. Medium term: By October 2027, I aim to obtain an Office Assistant, Operations Support or similar administrative position in hospitality, or secure a relevant university internship. 
4. Long term: By June 2028, I will complete my BA in Leadership and Management with a Distinction. 
5. Long term: By September 2029, I aim to complete or begin my Master's pathway and progress towards a Business or Operations Management career. 
Cottrell (2021, p. 207) highlights the value of using SMART targets to structure and monitor tasks effectively. These goals are specific and measurable and include realistic deadlines, allowing my progress to be reviewed and adjusted when necessary.

Personal Development Plan
	
	Short-term: 3–6 months
	Mid-term: 6 months–2 years
	Long-term: 2–3 years

	Goals
	· Improve professional communication and Excel skills
· Develop confidence in presentations and interviews
	· Gain administrative / operations experience

· Continue progressing through the degree
	· Complete the bachelor’s degree

· Progress towards a Master's and an operations/business management pathway

	Skills and knowledge
	· Professional communication, Excel and report writing
· Time management and office administration
	· Advanced Excel and data analysis


· Operational systems and performance reporting
	· Strategic operations and budgeting


· Leadership and business management

	Actions
	· Complete English and Excel training
· Practise presentations, report writing and time management
	· Apply for relevant administrative / operations roles
· Attend careers events, networking and advanced Excel training
	· Complete the degree and gain further management skills
· Develop leadership responsibilities and professional certifications

	Resources
	· University workshops, lecturers and course materials
· Microsoft Learn and online learning platforms
	· University Careers Service and recruitment platforms
· Networking events, supervisors and professional training
	· Bachelor's/master’s programme and workplace mentors
· Professional certifications and management development resources

	Time schedule
	Development activity:
· Professional communication
· Excel development
· Report writing and time management
· Operational management knowledge and experience
· Networking and academic progression
	When will I start?

· August 2026

· August 2026

· August 2026


· September 2026



· September 2026
	When do I expect to finish?
· September 2026

· May 2027

· May 2027


· October 2027



· June 2028

	Completion
	Development activity:
· Professional communication
· Excel development
· Report writing and time management
· Operational management knowledge and experience
· Networking and academic progression
	Completion Status:

· Certificate

· Certificate

· Ongoing development

· Experience gained



· Bachelor’s degree
	Date:

· September 2026

· May 2027


· May 2027


· October 2027



· June 2028



The PDP provides a structured route for addressing my weaknesses while building on my existing strengths. It will be reviewed regularly to monitor achievements and adjust targets where necessary.
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