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Task 1 – Compare 4 job adverts 

Job advert 1 

[image: A screenshot of a computer

AI-generated content may be incorrect.]


Job advert 2 
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Job Advert 3
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Job Advert 4
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Key skills and knowledge required for the above 4 job adverts

There are a number of key skills which are required for the role of a paralegal which can be identified within the job adverts.

These can be divided into legal skills, technical skills, communication skills and analytical skills.

The main key skills which are common in all of the job adverts are possession of a Law degree, strong organisational skills, the ability to work within a team, to be able to form relationships with colleagues, to complete tasks effectively and to deadlines, the ability to work under pressure,  the ability to multi-task, the ability take good quality notes, hold strong work ethics, self motivation, previous experience of working in a law firm or similar, strong case management skills, in depth knowledge of the specific area of law you will be working in such as Family Law, litigation Shariah Law, Personal Injury, strong knowledge of court procedures, strong verbal and written communication skills with clients , to be able to draft documentation such as Court applications, forms and instructions to Counsel , excellent I.T skills and a firm knowledge of software such as Microsoft office and other relevant applications and to stay updated on legal developments which may be relevant.

Task 2 - Self Assessment
I will be conducting a swot analysis to identify my personal strengths and weaknesses. 
“The personal SWOT strategy is utilised by examining internal factors as strengths and weaknesses, and external factors such as opportunities and threats to plan one’s career.” Owens I, (2020) Supplementing the SWOT matrix for Personal growth and Leadership, Library Diversity and Residency Studies.




	Strengths
	Weaknesses
	Opportunities
	Threats

	I have a 2.1 LLB hons Law degree.  I also have passed the Legal Practice Course. I have worked in the legal field for many years. I have excellent communication skills especially written. I have extensive knowledge of Family Law including divorce matters, financial matters, Children Act Matters, Injunctions. I enjoy working a part of team. I can also work individually and to deadlines. I have experience in advocacy and can represent clients in Court. I am multilingual and can speak Urdu and Punjabi. I have strong work ethics and I rarely take time off work and I am very rarely late. 
	I don’t have much experience in other areas of law apart from Family Law. I sometimes overthink matters and this causes me anxiety and leads to stress. I have issues with self-confidence and occasionally doubt myself and my abilities. It can be difficult to manage work and family life as I have three children including one with special needs. I am not always flexible as I need to be available to pick and drop my children to school. I am also not able to work evenings or weekends. I have been out of the legal field for some time now due to family commitments.  I am not confident with my computer skills or familiar with latest software.
	More Family Law cases requiring legal assistance since lockdown. Cheaper to employ paralegals rather than solicitors. Utilise Instagram and Facebook to advertise services and share successes. Training available online with virtual courses to improve any missing gaps in core skills and knowledge. Increased opportunity to work from home. Opportunity to progress so solicitor/senior case worker.
	High Legal fees. More law graduates competing for jobs. Competition from younger paralegals with more up to date knowledge and  computer skills. Legal Aid funding cuts. Online Legal assistance is quicker and more easily accessible. Laws constantly being updated meaning training needs to be up dated regularly.














Evidence of Readiness for Employability

“ For greater chances of finding employment quickly, new university graduates must be equipped with work readiness (WR) skills in addition to subject-specific knowledge. However, a long-standing debate exists about the gap between employers’ requirements and graduates’ skills.” Peersia K et al (2024) ‘Work readiness: definitions and conceptualisations’, Higher Education Research and Development. 

I believe that I am ready for employment. For the past six months I have been actively taking part in providing free legal advice within the community. I have spent time at Citizens Advice bureau meeting members of the public and trying to find solutions to their legal issues. I have also taken part in the university legal advice centre helping fellow students with matters such as debt advice, housing issues and family issues.

I am also fortunate to have been able to shadow some senior solicitors to gain knowledge from their invaluable experiences and practical skills.

In order to strengthen and develop my problem solving, critical skills and communication skills I have been actively involved in the university debating society. This has greatly benefitted me. I have had the opportunity to plan arguments, view and understand others perspectives, improve my self-confidence, sharpen my intellectual skills and improve my oral and written skills. 

Further, I am able to provide references from my previous employers of my character and abilities.

Task 3- Employment Goals

’A career goal is a result you want to achieve in your professional life. It’s important to set career goals so you can focus on progress and have plans to achieve your goals. You can create short- and long-term goals to ensure that you’re working toward an accomplishment and getting closer to your ideal result’. Indeed Editorial team (2025), 19 Career Goals examples (and tips) for setting them, Indeed.com.

Based on the weaknesses in my Swot analysis I have several long term and short term goals. My short term goals are to take up an IT course to help me become more confident in using the latest technology and software. This will make me feel less insecure. Another short term goal is to gain some work experience in other areas of law such as Criminal Law, Personal injury law etc. This means that I am able to work and apply for jobs in different aspects of law, not just refined to one area. 

My long term career goals are to try and have a more balanced approach to work life and my personal life. I need to be more flexible in order to benefit from more opportunities and not restrict myself to certain working hours. This may involve sharing the children’s responsibilities with my husband or using childcare facilities. I also may take some counselling in relation to managing my anxieties. This would give me greater confidence.

Personal Development Plan (PDP)

Given that employees are inseparable from competitive advantage, one of the drivers
behind business success is the continuous learning of employees to be able to adapt to a
rapidly changing internal and external environment. To stimulate employees to
undertake learning and development activities, organisations are utilising PDPs as a
strategic too
“Given that employees are inseparable from competitive advantage, one of the drivers
behind business success is the continuous learning of employees to be able to adapt to a rapidly changing internal and external environment. To stimulate employees to
undertake learning and development activities, organisations are utilising PDPs as a
strategic tool.” Greenan, P (2016) Personal development Plan: insights from a case-based approach, Journal of workplace learning 28 (5) 

		Goal
	Action needed
	Timescale
	Measurement of progress

	Gain more experience in other fields of law such as immigration and litigation
	Work experience placement in the relevant areas if law. 
	6 months
	Job offers in those areas of law not previously applied for.

	
Improve my IT skills especially Microsoft office
	
Take an online course to update my skills
	
6 months
	Passed online course. Therefore able to use software including Microsoft more confidently. Feedback from colleagues/managers.


	Improve my flexibility in working hours to include evenings and weekends.
	Discuss alternative options for childcare provisions. Arrange for family members to assist with children. Husband to work from home more often.
	12 months
	Take on more cases at short notice including out of hours. Meet deadlines quicker.

	Manage my anxiety and stress issues which affect my ability to progress my career
	Conduct self assessment to ascertain what triggers these feelings and when/how? Seek professional help in the form of therapy and counselling. Learn “Mindfullness” Practise self-care regularly. Speak to supervisors to try and get support at work. Work on time management techniques.
	12-18 months
	Take online stress tests to check if score has become lower. More productivity. Feedback from management. 
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