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Task 1- Compare two job adverts
Profession Selection- Operations Assistant and HR Assistant roles were chosen because they match the practical strengths of a Level 4 business graduate, offering hands‑on experience in customer service, organisation, and operational support. Both positions build core workplace skills, provide real progression opportunities, and act as accessible entry routes into broader business, HR, or operations careers. The Department for Education’s Employer Skills Survey highlights customer service, communication, organisation, and digital literacy as essential competencies for effective workplace performance, especially in frontline and administrative roles.
Job advert A- Operations Assistant
The Operations Assistant supports smooth, customer-focused operations at Hyde Park and Regent’s Park tennis venues. The role involves greeting visitors, managing enquiries, processing bookings, promoting positive behaviour, and ensuring safe, well-run facilities. It also includes handling payments, preparing areas for activities, providing park information, and following safeguarding procedures. Key skills include excellent customer service, strong communication, computer literacy, effective organisation, and the ability to prioritise tasks and stay calm under pressure.

Job Advert B- HR Assistant
The HR Assistant supports a fast‑paced HR team by managing recruitment, onboarding, compliance checks, employee records, and day‑to‑day HR queries. The role acts as a first point of contact for staff, ensuring accurate documentation, smooth onboarding, and professional HR support. Key skills include strong organisation, attention to detail, confident communication, discretion with sensitive information, ability to manage multiple tasks, HR system literacy, and a proactive, professional approach to supporting employees and managers.

Comparison- The Operations Assistant and HR Assistant roles both rely heavily on strong communication, customer service, and organisational skills, making them suitable entry routes for a Level 4 business graduate. Each role requires professionalism, the ability to manage multiple tasks, and confidence using digital systems. However, the Operations Assistant focuses on frontline customer interaction, venue management, and supporting daily operational activities, while the HR Assistant centres on recruitment, onboarding, compliance, and employee support. Together, they represent two distinct pathways: one operational and customer‑facing, the other administrative and people‑focused, offering valuable early‑career development in business environments.

Task 2- Self-Assessment 
SWOT Analysis- A SWOT analysis is a simple tool that helps you understand a situation by looking at four areas: Strengths, Weaknesses, Opportunities, and Threats. Strengths and weaknesses are about what you can do well or need to improve. Opportunities and threats focus on outside factors that could help or cause problems. People use SWOT analysis to make better decisions, plan goals, and understand their position more clearly. For a Level 4 graduate, it’s a helpful way to think about career options and personal development in a structured, easy way.
	Strengths
	Weaknesses

	Problem solving
	Stubborn

	Adaptability
	Afraid of failure

	Organizational skills
	Perfectionism

	Opportunities
	Threats

	Improved confidence and academic skills
	High competition

	Growing job market
	Personal distractions – life challenges

	Higher-level pathway
	Uncertain career direction



Strengths Description- My main strengths are problem solving, adaptability and organisational skills. These strengths can help me build a successful career because they are useful in many business roles, especially Operations Assistant and HR Assistant positions. Problem solving allows me to deal with workplace challenges calmly and find practical solutions when things do not go as planned. This would be useful in operations when handling customer enquiries, bookings or unexpected problems, and in HR when supporting staff with questions or recruitment tasks. Adaptability is also important because workplaces change quickly, and employers need people who can learn new systems, follow new procedures and stay positive under pressure. My organisational skills can help me manage deadlines, prioritise tasks and keep accurate records, which are important for both HR administration and daily operational work. In the future, I can use these strengths by showing employers examples from my studies, work experience or personal life where I stayed organised, solved problems and adapted to change. Developing these strengths further will make me more confident, reliable and prepared for employment. They will also help me progress into higher-level business, HR or operations roles.
Weaknesses and Threats Description- My main weaknesses are being stubborn, being afraid of failure and perfectionism. These weaknesses could affect my future career if I do not manage them properly. Being stubborn may make it harder for me to accept feedback or change my approach when working in a team. In an Operations Assistant or HR Assistant role, listening to colleagues, managers and customers is important, so I need to become more open-minded and flexible. Being afraid of failure could stop me from taking opportunities, applying for better roles or trying new tasks. To improve this, I should see mistakes as learning experiences and build confidence through practice. Perfectionism can be useful because it shows I care about quality, but it may also slow me down if I spend too much time on small details. Possible threats include high competition, personal distractions and uncertainty about my career direction. I may also lack some skills such as advanced digital skills, interview confidence, HR knowledge and professional communication. To overcome these threats, I can complete training, gain work experience, ask for feedback and set clear career goals. Improving these areas will help me become more employable, focused and prepared for future job opportunities.
Critical Reflection- Reflecting on my SWOT analysis, my strengths make me suitable for both Operations Assistant and HR Assistant roles, but they also show areas I must improve. My problem-solving skills and adaptability are useful because both jobs require me to respond to challenges, support people and work under pressure. My organisational skills also match the job requirements, especially for managing records, bookings, deadlines and daily tasks. However, my weaknesses could create barriers if I do not address them. Being stubborn may affect teamwork, while fear of failure could reduce my confidence when applying for jobs or learning new responsibilities. Perfectionism may help with accuracy, but it could also slow my work. Overall, the best option for my current skills is the Operations Assistant role because it strongly matches my strengths in problem solving, organisation and adaptability. However, improving my communication, confidence and digital skills would help me meet HR Assistant requirements in the future.


Evidence of Readiness- During my university group presentation, I showed evidence of readiness for employment by using leadership, organisation and communication skills. As a leader, I helped guide the group by making sure everyone understood their role and what needed to be completed. I organised the work by planning tasks, setting deadlines and checking that the presentation was prepared on time. This helped the team stay focused and reduced confusion. I also communicated well with my team members by listening to their ideas, giving clear instructions and encouraging everyone to contribute. This experience helped me build confidence in working with others and taking responsibility. It also links closely to the requirements of an Operations Assistant or HR Assistant role, where teamwork, planning and communication are important. Overall, the group presentation showed that I can manage tasks, support others and work professionally in a team environment.
Another example of my readiness for employment is my ability to manage time and stay organised while balancing different responsibilities. I work full time in a warehouse, study full time at university and have family responsibilities as a parent of two children. This has helped me develop strong time keeping because I need to plan my days carefully and make sure I arrive on time for work, attend classes and complete assignments before deadlines. I use organisation skills to prioritise important tasks, manage my workload and avoid leaving things until the last minute. Balancing work, study and family life has also improved my discipline, patience and ability to stay focused under pressure. These skills are useful for both Operations Assistant and HR Assistant roles because employers need reliable people who can manage tasks, meet deadlines and remain professional. Overall, this experience shows that I am responsible, committed and able to manage competing priorities effectively.

Task 3- Employment Goals- Based on the weaknesses identified in my SWOT analysis, my short-term employment goal is to improve my confidence, communication and digital skills so I can become more prepared for an Operations Assistant role. I also want to become more open to feedback, as being stubborn could affect teamwork and professional development. This goal is important because it will help me overcome fear of failure and become more confident when applying for jobs, attending interviews and learning new tasks. My long-term goal is to progress into a stable business career, possibly moving from Operations Assistant into HR or management. To achieve this, I need to manage perfectionism by working efficiently, meeting deadlines and trusting the quality of my work. These goals align with my career aspirations because they focus on becoming more employable, professional and adaptable. Improving these areas will help me build a secure future and develop into higher-level roles.
Personal Development Plan-
	Weakness / Area to Improve
	Actions I Will Take
	Timeline
	Resources Needed
	How I Will Measure Progress

	Fear of failure and low confidence
	Practise interview questions, apply for entry-level business roles, and treat mistakes as learning experiences.
	Next 3 months
	Careers advice, lecturer feedback, classmates and interview practice materials.
	Track job applications completed and noted improvements in interview confidence.

	Stubbornness and accepting feedback
	Listen carefully during group work, accept constructive criticism and use feedback to improve my work.
	Weekly over 3 months
	Lecturer comments, peer feedback and self-reflection notes.
	Reflect weekly on feedback received and record how I used it.

	Digital and professional skills
	Complete online training in Microsoft Office, email communication and basic HR or administration systems.
	Within 6 months
	Online courses, university support, computer access and weekly practice time.
	Complete training tasks and feel more confident using digital tools.

	Perfectionism and time management
	Set time limits for assignments and job tasks so I can meet deadlines without over-checking.
	Ongoing for 1 year
	Planner, calendar reminders and personal deadlines.
	Meet deadlines on time and reduce unnecessary checking.

	Career development
	Update my CV and apply for Operations Assistant roles, then work towards HR or management progression.
	Within 1 year
	CV support, job websites and careers service guidance.
	Measure success through stronger applications, interviews and positive feedback.
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