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Task 1
A Property Manager is someone who works in the property management sector and needs to have a range of skills and knowledge. In a job advertisement by Savills Management Resources (Indeed, 2026), a Property Manager needs strong communication, customer service, organisational and problem-solving skills. The role also includes managing properties, communicating with occupiers and contractors, coordinating maintenance and ensuring high standards of customer service. In addition, the advertisement requires knowledge of property management procedures, health and safety regulations, maintenance coordination and Microsoft Office. Similarly, in a job advertisement by The Crown Estate (LinkedIn, 2026), a Residential Property Manager needs communication, teamwork, organisation, time management and attention to detail. The role includes managing residential properties, communicating with tenants and contractors, arranging maintenance and ensuring company standards are met. The advertisement also requires knowledge of residential property management, tenancy procedures, property legislation and digital property management systems.
Both job advertisements show many similarities. They require excellent communication and organisational skills because Property Managers communicate with different people every day and manage a variety of tasks. Customer service, teamwork and problem-solving skills are also important because Property Managers need to respond to enquiries, solve issues quickly and maintain good relationships with landlords, tenants and contractors. In addition, both employers expect candidates to have knowledge of property management procedures, health and safety regulations and maintenance coordination. This knowledge helps Property Managers work professionally, follow legal requirements and provide an efficient and reliable service. Therefore, as can be seen, both job advertisements show that a Property Manager needs strong communication, organisational, customer service and teamwork skills, together with professional knowledge of property management and relevant legislation.
I believe communication skills are the most important for my future employment. According to the Chartered Institute of Personnel and Development (CIPD), communication is one of the essential workplace skills because it helps employees work effectively with colleagues, customers and other stakeholders (CIPD, 2025). In property management, communication is especially important because I will need to communicate with landlords, tenants, contractors and guests every day. Good communication helps prevent misunderstandings, resolve problems quickly and provide a high standard of customer service. It also helps build trust, develop positive professional relationships and improve teamwork. Therefore, I believe that continuing to improve my communication skills through my university studies and practical experience will help me become a successful Property Manager in the future.

Task 2

SWOT analysis is a strategic tool used to evaluate the current position of an individual or an organisation by identifying strengths, weaknesses, opportunities, and threats. It considers both internal and external factors, providing a balanced understanding of the current situation. This analysis supports effective planning, helps identify areas for improvement, and assists in developing strategies to achieve personal or organisational goals (Oxford University Press, 2020).

	Strengths  
·  Strong communication skills
· Good organisation and time management
· Leadership and team management experience
· Problem-solving skills
· Responsible and hardworking
· Experience in customer service and business operations
· Attention to details





 




	Weaknesses
· English language skills
· Lack of confidence when speaking in public
· Limited knowledge of some professional software
· Sometimes taking on too many responsibilities



	Opportunities 
·  Improve my English
· Complete my Business Management degree
· Develop my digital and management skills
· Attend professional training courses
· Build new professional connections
· Gain more experience in different business areas



 
 
 
 
 
 
 
 
	Threats 
· High competition in the job market
· Employers may require a higher level of English
· Rapid changes in technology
· Economic uncertainty
· Limited time because of work and study commitments
· Increasing employer expectations
 



First off all, after conducting my SWOT I realised that my key strengths are good communication, organisation and time management, teamwork, and a strong willingness to learn. As a Business and Management student, I work on individual and group assignments, which has helped me improve these skills. I always try to complete my coursework on time and work well with other students. I enjoy learning new topics and developing my knowledge for my future career. In addition, in my field, I have communicate with different people, such as clients, colleagues, and contractors. This has helped me improve my communication skills.
However, I also have some weaknesses. My English language skills still need improvement because English is not my first language. I also lack confidence when speaking in front of a large group. In addition, I have limited knowledge of some professional software that is used in business. Sometimes I take on too many responsibilities, which can make it difficult to manage my workload. To improve, I attend my classes regularly, practise English every day, and continue developing my professional and digital skills.
Evidence of Readiness 
I believe I am well prepared for future employment and personal development due to the combination of my academic studies and practical work experience. Throughout my BA in Business and Management, I have successfully completed assignments, participated in group activities and presentations, and developed essential skills such as communication, teamwork, organisation, time management and problem-solving. Studying while working has strengthened my ability to manage competing priorities, work independently and meet deadlines effectively.
My work experience has also contributed significantly to my readiness for future employment. Through my work, I regularly communicate with clients, colleagues and contractors, which has improved my communication, customer service and teamwork skills. I have learned how to work professionally, adapt to different situations, solve problems and take responsibility for completing tasks to a high standard. These experiences have helped me become more confident, organised and reliable, which are important qualities for a future Property Manager.
In addition, studying at BA level has increased my confidence and motivated me to continue developing my knowledge and professional skills. The knowledge and experience I have gained through both academic study and practical work have prepared me for the challenges of my future career. Although I still need to improve my English language skills and confidence in public speaking, I am committed to continuous personal and professional development. I look forward to building on my achievements at BA level and developing a successful career as a Property Manager.
Task 3 
Employability Goals 
Short-Term Goals
My first short-term goal is to successfully complete my current studies and pass all my assessments.
My second short-term goal is to improve my English and communication skills, which will help me in my studies and at work.
Medium-Term Goals
My first medium-term goal is to continue my education and progress to a BA degree in Leadership and Management.
My second medium-term goal is to grow my business by gaining more clients and managing more properties.
Long-Term Goals
My first long-term goal is to open an office and continue developing my business.
My second long-term goal is to build a professional team and improve my leadership and management skills.
Personal Development Plan 
A Personal Development Plan (PDP) is a structured process that helps individuals identify their current skills, recognise areas for development and set goals for the future. It is important because it helps people plan how to achieve their personal, educational and career goals and supports continuous professional development and employability (The Open University,  2019) 
	 
	Short-Term Time Frame  

	Mid-Term Time Frame  
 

	Long-Term Time Frame  
 


	Section 1 - My Goals   
  
  
 
 
 
	 Goal 1: I want to graduate from the CertHE business with high marks in the next three months. 
Goal 2: I want to improve my English and communication skills for my studies and work in the next three months
	 Goal 1: I want to continue my education and progress to a BA degree in Leadership and Management in the next year.
Goal 2: I want to grow my business by gaining more clients and managing more properties in the next two years.

	Goal 1:  I want to open an office and continue growing my business in the next three years.
Goal 2: I want to build a professional team and become a more confident leader and manager in the next three years.
  

	Section 2 - Skills and Knowledge to be  
Learned  
  
  
 
 
 
 
	 Goal 1: I need to develop my time-management and study skills to complete my CertHE Business course successfully.
Goal 2: I need to improve my English speaking, writing and communication skills for my studies and work.

	 Goal 1: I need to develop my academic, leadership and management skills to progress to a BA degree.
Goal 2: I need to improve my marketing, customer service and business management skills to gain more clients and manage more properties.

   
	 Goal 1: I need to learn more about financial planning and business operations to open an office and grow my business.
Goal 2: I need to develop my leadership, delegation and team-management skills to build and manage a professional team.

 

	Section 3 - Next Steps 
  
	Goal 1: To improve my time-management and study skills, I will create a weekly study plan, set priorities and deadlines, complete my assignments on time and regularly check my progress. I will work on these skills over the next three months.
Goal 2: To improve my English and communication skills, I will continue studying with a private tutor, read more in English and practise speaking at work and university. I will also focus on improving my professional communication. I will work on these skills over the next six months.


  
	 Goal 1: To develop my academic, leadership and management skills, I will continue my education, take part in university projects, use feedback from my tutors and apply what I learn in my work. I will develop these skills over the next year.
Goal 2: To improve my marketing, customer service and business management skills, I will learn how to promote my business through a professional website and social media. I will ask my current clients for feedback and referrals and improve my communication with landlords and agencies.
I will work on these skills over the next two years.

	 Goal 1: To develop my financial planning and business management skills, I will learn how to prepare a budget, monitor income and expenses, control business costs and plan my finances. I will use these skills to prepare for opening and managing an office. I plan to achieve this within the next three years.
Goal 2: To improve my leadership, delegation and team-management skills, I will learn how to recruit suitable employees, provide training, give clear responsibilities and delegate tasks effectively. I will also develop my leadership skills through managing and supporting my team. I will develop these skills and build my team within the next three years.
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