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TASK 1: Select Job Adverts and Identify Key Skills 
I selected two Sales Manager job advertisements because I have several years of experience in sales and currently operate my own furniture business, MJA Home Furniture. The first job advert was for a sales Manager position at DFS, while the second was for a Retail Sales Manager role at Furniture Village.
Both advertisements highlighted several important skills and areas of knowledge required for the position. The most common skills identified included communication skills, leadership and team management, customer service, negotiation skills, problem-solving abilities and time management. Both employers also required experience in achieving sales targets and developing strong customer relationships.
One of the most important skills for my future career is communication. Effective communication enables managers to understand customer needs, motivate employees and build long-term relationships with suppliers and customers (Kotler and Keller, 2022).
In my future employment role and within my own business, I will use communication skills to improve customer satisfaction and maintain professional relationships. Strong communication also contributes to increased sales performance because customers are more likely to purchase products when they receive clear information and excellent service (CIPD, 2024).
Comparing these job advertisements has improved my understanding of employer expectations within the sales industry and highlighted areas where I already possess strong abilities, as well as areas requiring further development.

TASK 2: Self-Assessment 
Self-assessment is important because it allows individuals to identify their strengths and weaknesses while developing strategies for personal and professional growth (CIPD, 2024).
Reflection on Employability Skills 
Employability skills are essential because they help individuals become successful in the workplace and adapt to changing business environments. Throughout my academic studies and work experience, I have developed several important skills that will support my future career development.
One of my strongest employability skills is teamwork. During my previous employment and while managing my own business, I have worked with customers, suppliers and colleagues from different background. Teamwork allows organisations to achieve objectives more effectively because employees can share ideas, solve problems and support one another (CIPD,2024).
Another important skill is problem-solving. Running MJA Home Furniture has required me to deal with various challenges, including customer enquiries, delivery issues and managing business operations. These experiences have improved my ability to make decisions under pressure and identify practical solutions.
Adaptability is also an important employability skill. The business environment constantly changes due to technological developments, economic conditions and changing customer prefeerences. As an entrepreneur and student, I have learned to adapt to new situations and continuously improve my knowledge and skills. This flexibility will help me remain competitive within future employment opportunities.
Inn additional, I have developed organisational skills through balancing university studies, family responsibilities and business commitments. Effective organisation helps individuals manage their workload, priorities tasks and achieve objectives efficiently.
Importance of Continues Professional Development 
Continues Professional Development (CPD) is important because it enables individuals to improve their knowledge, skills and competencies throughout their careers. Employers increasingly expect employees to continue learning in order to remain effective within modern workplaces.
For my future career, continuous development will help me improve areas such as digital marketing, leadership and presentation skills. Participating in training programmes, attending workshops and completing additional professional courses will increase my confidence and improve my employability prospects.
Furthermore, CPD will support the growth of MJA Home Furniture by allowing me to implement new business strategies and respond effectively to changes within the furniture industry. Continuous learning can also improve decision-making abilities and increase opportunities for career progression. 
I believe that lifelong learning is essential for both personal and professional success. Therefore, I intend to continue developing my skills and knowledge even after completing my university studies. 
SWOT Analysis
Strengths
Strong Communication Skills
I have developed excellent communication skills through my previous employment in sales and customer service roles. I can build strong relationships with customers and understand their requirements effectively.
Sales Experience
I have several years of experience working in sales positions and currently operate my own furniture business. This has improved my understanding of customer behaviour, negotiation and business operations (Burns, 2020).
Determination and Motivation
As a single mother business owner and university student, I have developed resilience, determination and strong organisational abilities. These qualities motivate me to achieve personal and professional success. Balancing family responsibilities, academic studies and managing my own business has not always been easy, but these experiences have taught me resilience and perseverance. Despite facing challenges and stressful situations, I remain focused on achieving my goals and continuously improving myself both personally and professionally.
My determination has encouraged me to continue my education while building MJA Home Furniture and gaining practical business experience. I believe that hard work, dedication and positive attitude are essential qualities for success in both employment and entrepreneurship. Motivation also helps me overcome obstacles and remain focused on long-term objectives, even during difficult periods .
Leadership Skills
Managing my own business has improved my decision-making abilities and leadership skills. Entrepreneurs often need to demonstrate adaptability and initiative to ensure business success (Storey and Greene, 2019).

Weaknesses
Confidence in Public Speaking
Although I communicate well with individuals and small groups, I sometimes lack confidence when delivering presentations to larger audiences.
Time Management
Balancing university studies, family responsibilities and running a business can occasionally create challenges in managing my time effectively.
Advanced Digital Skills
I would like to improve my knowledge of advanced business software and digital marketing tools to support future career development.
Opportunities
University Education
Completing my Certificate of Higher Education will increase my business knowledge and improve future employment opportunities.
Business Growth
Expanding MJA Home Furniture provides opportunities to develop further entrepreneurial and management skills (Burns, 2020).
Networking Opportunities
Building relationships with lecturers, classmates and business professionals may provide future employment and business opportunities.
Threats
Economic Uncertainty
Inflation and changes in consumer spending may affect business performance and customer purchasing decisions (Office for National Statistics, 2024).
Competition
The furniture industry is highly competitive, with large organisations such as IKEA and DFS dominating the market.
Work-Life Balance
Managing family responsibilities, academic studies and business activities may increase stress levels and affect productivity.
Evidence of Readiness
I believe I am prepared for future employment because I possess practical experience within sales and customer service. My previous employment at APC Overnight and Brichimon Ltd allowed me to develop communication, teamwork and customer relationship skills.
In addition, establishing MJA Home Furniture demonstrates entrepreneurial ability, commitment and leadership skills (Burns, 2020). My academic studies have also improved my understanding of business management, marketing and problem-solving.
Feedback from lecturers and peers has highlighted my determination, positive attitude and willingness to learn. These experiences have increased my confidence and prepared me for future employment opportunities (CIPD, 2024).

TASK 3: Employment Goals and Personal Development Plan 
Employment Goals
Short-Term Goals (1–2 years)
My short-term goal is to successfully complete my Certificate of Higher Education in Business Skills for the Workplace and continue developing MJA Home Furniture. I also aim to improve my digital marketing and presentation skills.
Long-Term Goals (3–5 years)
My long-term goal is to expand MJA Home Furniture into a successful furniture retailer with a physical showroom in the West Midlands. I also aspire to work in a senior management role where I can apply my sales and leadership experience.
These goals are important because they will provide financial stability for myself and my family while allowing me to continue developing professionally (Burns, 2020).

Personal Development Plan
	Weakness
	Action
	Resources
	Success Measure

	Public  speaking
	      Attend presentation workshops and practise presentations
	University support services
	Increased confidence during presentations

	Time management
	Use planners and weekly schedules
	Digital calendar and study timetable
	Meet assignment deadlines consistently

	Digital skills
	Complete online digital marketing courses
	LinkedIn Learning and online tutorials
	Improved social media and business management skills


Developing these skills will improve my employability and support my future career aspirations. Continuous professional development is essential because workplace requirements constantly change, requiring individuals to regularly update their knowledge and skills (CIPD, 2024).
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