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Comparative Analysis of Common Skills and Knowledge Areas
Both adverts require core administrative competencies, but they place different emphasis on customer-facing service and on physical or operational duties, as summarised below.
Communication & Customer Service: Both adverts require clear written and verbal communication for dealing with customers, whereas Advert 1 places this at the centre of the role (greeting patients and managing sensitive customer interactions) while Advert 2 treats it as one duty among several, alongside supplier liaison.
Organisation & IT Literacy: Both adverts require computer literacy and accurate, organised record-keeping, though each uses different sector-specific softwareEXACT/BOSS/Meddbase for healthcare bookings in Advert 1, and Sage 50c for sales and purchase order processing in Advert 2.
Working Pattern & Physical Demands: Advert 1 requires flexibility across weekday evening and weekend shifts in a healthcare setting, whereas Advert 2 is a standard Monday–Friday role that combines desk-based administration with warehouse duties such as picking, packing and lifting stock.
Entry Requirements & Progression: Neither role requires a degree; both prioritise administrative or reception experience, reliability and attention to detail over formal qualifications, which matches the level of the Certificate of Business Skills.
Application of a Key Skill in a Future Role
Key Skill Selected: Organisation and Multi-Tasking[footnoteRef:1]. [1: ] 

In an administrative assistant role such as either advert, organisation goes beyond simply completing tasks in order; it means prioritising several competing demands, answering calls, processing paperwork and supporting customers or colleagues within a single shift, while keeping records accurate. Applied to my own training on the Certificate of Business Skills, I would use structured daily task lists and clear filing or booking systems to make sure nothing is missed during busy periods, directly supporting the quick document turnaround expected in Advert 1 and the combined administration and warehouse workload described in Advert 2.




Part A: SWOT Analysis
A SWOT analysis is a structured planning technique used to evaluate the internal strengths and weaknesses and the external opportunities and threats affecting a person, plan or organisation. The technique is applied below to my own move from the Certificate of Business Skills into an administrative career, using the two selected job adverts as a benchmark.
	STRENGTHS
1. Practical, work-ready administrative skills built directly on the Certificate of Business Skills syllabus (office administration, business communication, customer service and core IT/Microsoft Office use), matching the entry-level requirements of both adverts.
1. Clear written and verbal communication skills developed through coursework, group work and presentations, supporting the customer-facing requirement in Advert 1.
1. Working numeracy and record-keeping skills relevant to invoicing, stock checks and administrative processing tasks such as those described in Advert 2.
1. Willingness to work flexibly, including shift patterns and varied duties across reception, filing and light warehouse support.
1. Time management whereby tasks are handled sensitively based on urgency. 
1. Dependability. Work can be done right without the need for supervision.
1. Teamwork as this develops the work environment for all personnel, leading to coordination for the benefit of the organisation, hence forth bringing about success.
1. Problem solving skills and adaptability for any challenges that may arise in the work environment,
	WEAKNESSES
1. Limited direct paid experience in a live office or reception environment, which may affect immediate confidence with employer systems under pressure.
1. No hands-on experience of the specific systems named in either advert (EXACT/BOSS/Meddbase or Sage 50c), which would need to be picked up through employer induction or self-study.
1. No formal qualification beyond the Certificate of Business Skills, which may be a disadvantage against candidates with a longer administrative work history.
1. Age differentials as a hindrance to the competitive job market, as it is the younger are more vibrant, which is a big factor for most companies.
1. Handling many tasks at once, as this can easily affect the expected result of specific tasks.
1. The fear of change, that is, adapting to a new system of handling work can be a challenge.
1. 

	OPPORTUNITIES
1. A realistic, evidenced entry point into employment through Administrative Assistant, Customer Service or Office Support roles, spanning sectors as different as healthcare (Advert 1) and manufacturing/distribution (Advert 2).
1. Steady demand for reliable administrative support staff across most sectors, which widens the pool of realistic vacancies beyond these two adverts.
1. A clear progression route from entry-level Admin Assistant toward Office Manager or HR Assistant roles with experience and further study.
1. Short, targeted courses (e.g., an introduction to Sage or a customer-service certificate) can close specific software or sector gaps quickly and cheaply.
1. Project Leadership. This provides the ability to handle new tasks and growth at an individual level.
	THREATS
1. A competitive entry-level jobs market in which employers may favour applicants with prior paid administrative experience over qualifications alone.
1. Employer preference for candidates already trained on specific systems (Sage 50c, Meddbase, EXACT/BOSS), which can act as a short-term barrier at application stage.
1. Both roles sit at or below typical UK entry-level administrative salary bands, so competition is likely to come from a large local candidate pool as well as career-changers.
1. New technology like AI that might replace specific manual tasks.
1. Economic instability that may lead to downsizing of the company, hence job security at risk. 




Part B: Evidence of Readiness
Academic Achievements
Relevant Qualification: I am currently completing a Certificate of Business Skills, covering core modules, e.g. business communication, office administration, customer service and IT skills, which opens routes into roles such as Administrative Assistant, Customer Service Representative, Sales Support Specialist, Office Manager and HR Assistant and maps directly onto the entry requirements of both selected adverts.
Work & Practical Experience
Where direct paid experience is still limited, coursework assessments such as this comparison exercise, group projects and presentations provide useful evidence of research ability, written communication, teamwork and structured planning skills. These activities are directly relevant to administrative work because they demonstrate that I can organise information clearly, meet deadlines, work with others, and present ideas professionally.
Task 3: 
Employment Goals
Short-Term Goal (0–12 Months): Complete the Certificate of Business Skills and secure an entry-level Administrative Assistant or Customer Service role (comparable to Advert 1 or 2) while building basic familiarity with commonly used office and booking software through free tutorials.
Long-Term Goal (2–4 Years): Progress from an entry-level Administrative Assistant role toward a more senior support role such as Office Manager or HR Assistant, supported by short, targeted professional courses relevant to the chosen sector.
Alignment & Importance: This pathway directly targets the weaknesses identified in Task 2 — limited live office experience and no exposure to employer-specific systems — and builds toward the range of roles the Certificate of Business Skills is designed to open up: Administrative Assistant, Customer Service Representative, Sales Support Specialist, Office Manager and HR Assistant.
Personal Development Plan (PDP)
A Personal Development Plan (PDP) is a structured record of the approaches, ideas, and actions an individual will use to manage their own learning and professional growth, typically setting out goals, required resources, a timeline, and a review point for achievements.
	Weakness Identified
	Specific Action Plan
	Required Resources
	Timeline
	Success Measure
	Review Date

	Limited live office/reception experience
	Seek a short work placement, part-time role or volunteering position offering reception or general office duties
	College placement office, volunteering platforms, local job boards
	Months 1–3
	Placement or role secured and completed; reference obtained
	Month 3

	No experience with employer-specific systems (Sage 50c / booking or CRM software)
	Complete free or low-cost introductory tutorials in Sage 50c and a general booking/CRM system
	Sage free trial, LinkedIn Learning, YouTube tutorials
	Months 1–2
	Certificate or proof of completion for at least one system
	Month 2

	Narrow evidence of customer service under pressure
	Take on a customer-facing part-time, casual or voluntary role
	Local retail/hospitality employers, volunteering centres
	Months 1–6
	Reference confirming reliability and customer-service performance
	Month 6

	No formal qualification beyond the Certificate of Business Skills
	Research and enrol on a relevant follow-on course (e.g., Level 2/3 Business Administration)
	College prospectus, course provider, careers adviser
	Months 6–12
	Enrolled and passing first assessments
	Month 12
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