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Task 1
Purchase Ledger Administrator- job post

OneSchool Global UK
3.93.9 out of 5 stars
Warwick CV34 6BY<Hybrid work

£28,000 - £29,000 a year - Permanent, Full-time

Administrator- job post

Spire Occupational Health
Worcester WR1 2RS

Permanent, Full-time

Teaching Assistant- job post

The Teach Team
Birmingham B13 ORW

£100 - £110 a day - Full-time

Customer Service Advisor- job post

David Austin Roses
Albrighton WV7

Permanent, Full-time

Across four different job postings, several essential skills and knowledge areas are

consistently


https://uk.indeed.com/cmp/Oneschool-Global-3?campaignid=mobvjcmp&from=mobviewjob&tk=1j94nhqcijbr7800&fromjk=acd7d5087f98a7d6
https://uk.indeed.com/cmp/Spire-Occupational-Health?campaignid=mobvjcmp&from=mobviewjob&tk=1j94njqfcjthp801&fromjk=8847cfd1be007d5b
https://uk.indeed.com/cmp/The-Teach-Team-1?campaignid=mobvjcmp&from=mobviewjob&tk=1j94nlagdgfu9806&fromjk=ac310af6777be158
https://uk.indeed.com/cmp/David-Austin-Roses-1?campaignid=mobvjcmp&from=mobviewjob&tk=1j94nm5raj0if819&fromjk=737378d9b96e19b1

highlighted, indicating what is required for roles that involve supporting others,

collaborating with people, and managing tasks.

Firstly, strong communication skills are vital. Whether engaging with students, clients, or
colleagues, the ability to articulate ideas clearly and listen effectively helps foster
positive relationships. Good communication reduces misunderstandings and prevents

conflicts.

Secondly, time management and organization are crucial. These roles often involve
juggling multiple responsibilities, such as maintaining records, scheduling appointments,
or handling inquiries. Being organized ensures smooth operations and timely

completion of tasks, allowing prioritization of urgent matters.

Technical skills are also necessary. Most positions require basic computer literacy,
including email use, word processing, and familiarity with customer management

systems. Proficiency in Microsoft Office is particularly advantageous.

A helpful attitude is another key trait. These roles involve supporting others whether
students with learning needs, customers, or team members so being proactive and
patient makes a significant difference. Maintaining a positive outlook encourages others

to seek assistance when needed.

Teamwork is a common requirement as well. Collaborating effectively, sharing
information, and working together on tasks contribute to a positive work environment

and enhance service quality.

Some roles may demand specific knowledge, such as educational methods, sales
strategies, or customer service standards. However, core skills like communication,
organization, technical ability, and a supportive mindset are universally important across

these jobs.

In summary, effective communication, organisation, computer literacy, proactive

support, and teamwork are the most critical skills for these types of roles.



Task 2

Personal SWOT Analysis

To better understand my strengths and areas for improvement, | conducted a SWOT
analysis. This exercise helps identify what | excel at, where | can grow, and how

prepared | am for future opportunities and personal development.

Strengths

Strong organizational and time-management skills
Excellent communication and interpersonal abilities
Proficiency with office software and administrative tools
Ability to multitask efficiently under pressure

Attention to detail and accuracy

Reliability and punctuality

Weaknesses

Limited advanced technical skills

Tendency to overcommit and take on too many tasks
Difficulty delegating responsibilities

Need to develop leadership and decision-making skills

Sometimes too focused on procedures rather than innovation

Opportunities
Training in new technologies
Assuming more leadership roles

Earning relevant certifications



Networking within and outside the organization

Expanding skills into financial or HR areas

Threats

Automation and Al reducing traditional administrative roles
Organizational restructuring or downsizing

Rapid technological changes requiring ongoing learning
Increased workload without sufficient support

Competition from other administrative professionals

Areas for Development

While | possess many strengths, | recognize the need to improve in certain areas.
Public speaking is one such area; | sometimes feel nervous speaking before large
groups. To improve, | plan to practice speaking more in meetings and join a local

speaking club to build confidence.

Another focus is enhancing my technical skills, particularly in digital tools like customer
management systems and social media marketing. Gaining expertise in these areas will

make me more competitive.

| am motivated to learn continuously, embrace challenges, and improve my skills.

Resilience is also a trait | value. | learn from mistakes and persist until | succeed.

With my experience in administrative roles, | have developed strong organization and
time management skills, and | am comfortable using office programs like Word, Excel,
and Outlook. Being reliable and punctual makes me a dependable team member.

| believe in personal growth and actively seek opportunities for development. |

understand that workplaces evolve, so | stay open to learning new technologies and
procedures. My communication skills help me build positive relationships with



colleagues and clients. | am eager to take on more responsibilities, contribute to my

organization’s success, and continuously improve.

Task 3

Setting Employment Goals

Reflecting on my current strengths and areas for development, | have established clear
and actionable goals to progress in my career as an administrative professional. My
primary focus is on enhancing my technical skills. Recognizing the importance of
staying current with digital tools and software, | plan to complete several online courses
on advanced office applications within the next six months. These courses will cover
essential programs such as project management systems, customer relationship
management platforms, and other relevant digital tools. By doing so, | aim to improve

my efficiency at work, reduce errors, and increase my overall value to my organization.

In addition to technical proficiency, | am also committed to developing my leadership
capabilities. | aspire to take on more responsibilities that will prepare me for supervisory
roles. Specifically, | want to confidently lead small projects, manage tasks
independently, and contribute to decision-making processes within my team. My long-
term ambition is to attain a supervisory or team leader position within a timeframe of
three to five years. To realize this goal, | plan to actively seek out opportunities for
growth, such as managing small projects, mentoring new colleagues, or assisting with

team coordination.

Additionally, | will join online professional groups, such as LinkedIln communities
dedicated to administration and office management. Networking will not only help me
stay informed about industry trends but also enable me to learn from experienced

professionals and potentially discover mentorship opportunities.

Creating a Personal Development Plan



To effectively work toward these goals, | will develop a comprehensive personal
development plan that clearly outlines specific actions, timelines, required resources,
and methods to monitor my progress. This structured approach will help me stay

focused and motivated as | work toward my objectives.
Improving Technical Skills

My first action will be to enroll in online courses available on platforms such as LinkedIn
Learning or Coursera. These courses will focus on advanced project management tools,
customer management systems, and other relevant software. | aim to complete at least
two courses within six months, earning certificates to validate my learning. The
resources | will need include access to a reliable computer, stable internet connection,
and enrollment in the selected courses. To evaluate my progress, | will review my
certificates upon completion, apply new skills at work, and seek feedback from my

supervisor on how my improved technical proficiency is impacting my performance.#

Building Leadership Skills

To develop my leadership abilities, | plan to take on small leadership roles at work. This
might involve leading minor projects, supervising new team members, or assisting with
team coordination. | will discuss my aspirations with my manager and request
opportunities to lead tasks or initiatives. | also intend to attend workshops or training
programs focused on leadership, decision-making, and team management. My goal is
to lead a small project within the next three months and to complete leadership training
within a year. Support from my manager, access to training resources, and mentorship
from experienced leaders will be essential. | will gauge my progress through feedback
from colleagues and supervisors, as well as by assessing my confidence and decision-

making abilities.

Growing My Network

Networking is vital for career development. | plan to attend at least two industry events
or seminars within the next six months. Additionally, | will actively participate in online

professional groups, such as Linkedln communities related to administration, to connect



with peers and industry experts. Some resources | may need include membership fees
for certain events or online platforms and a strong professional profile on social media. |
will keep track of new contacts made and opportunities that emerge from my networking

efforts, which will serve as indicators of my expanding professional reach.

Regular Self-Assessment

To ensure | stay on track, | will conduct monthly reviews of my progress. This will
involve reflecting on what | have accomplished, identifying areas for further
improvement, and seeking constructive feedback from colleagues and managers. | will
use a journal or planner to document my milestones and set new targets if needed.
These regular assessments will help me stay motivated, recognize my achievements,

and make necessary adjustments to my development plan.

Conclusion

By following this detailed plan, | am confident | will enhance my technical skills, develop
stronger leadership qualities, and expand my professional network. These efforts will
prepare me for more advanced roles, boost my confidence, and contribute positively to
my organization. Regular evaluation and reflection will ensure | remain focused and
adaptable, ultimately helping me achieve my career aspirations and grow both

personally and professionally.
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