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Task 1
A comparison of the two HR Assistant job adverts—one from HR Dept (Warwick) and the other from Exemplar Health Care (Sheffield)—reveals several shared skills and knowledge areas that are essential within the HR profession. Although the organisations operate in different sectors, both adverts highlight the importance of strong administrative capability, effective communication, confidentiality, and a solid understanding of HR processes. These commonalities reflect the core expectations placed on HR Assistants across the industry.
Both roles emphasise administrative excellence as a fundamental requirement. The HR Dept advert focuses on drafting HR letters, preparing contracts, updating CRM systems, and supporting recruitment campaigns. Similarly, Exemplar Health Care requires the HR Assistant to manage documentation, respond to routine HR queries, maintain logs, and support onboarding processes. This demonstrates that HR Assistants must be highly organised, detail‑oriented, and capable of managing multiple administrative tasks accurately and efficiently.
Another shared skill is effective communication. The HR Dept role requires the ability to answer calls, liaise with clients, and take accurate notes during meetings. Exemplar Health Care also stresses strong communication and interpersonal skills, particularly when advising managers, signposting colleagues to resources, and maintaining a consistent HR presence across care homes. This highlights the people‑focused nature of HR work, where clarity, professionalism, and approachability are essential.
Both adverts also emphasise confidentiality and discretion, reflecting the sensitive nature of HR information. HR Assistants routinely handle personal data, employee relations issues, and contractual documents, making trustworthiness and ethical conduct vital. A further shared requirement is knowledge of HR systems and processes. While the HR Dept role mentions CRM updates and HR documentation, Exemplar Health Care specifically references HRIS systems, employment legislation, and HR best practice. This indicates that HR Assistants must understand the operational and legal frameworks that underpin HR activities.
Among these shared skills, attention to detail stands out as particularly important for the HR Assistant profession. HR Assistants work with sensitive employee information, legal documentation, and organisational policies, meaning even small errors can have significant consequences. Inaccuracies in contracts, onboarding documents, or disciplinary letters can lead to legal disputes, breaches of employment law, or loss of trust. Mistakes in data entry,  such as incorrect absence records or payroll information—can directly affect employee wellbeing and satisfaction. Attention to detail also ensures compliance with GDPR and confidentiality standards, which is essential when handling personal and medical information. Beyond compliance, this skill supports the overall credibility of the HR function; producing accurate, reliable work helps build confidence in HR services. Ultimately, attention to detail underpins the integrity, efficiency, and legal safety of the entire HR operation, making it a foundational requirement for the profession.

Task 2
Reflective Self‑Assessment Using SWOT Analysis
Developing self‑awareness is an essential part of preparing for employment, and completing both the personality assessment and learning‑style reflection has given me a clearer understanding of my strengths, areas for development, and how I function in professional environments. By combining these insights with my own experiences, I can build a more accurate picture of my readiness for employability.
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The personality test results indicate that I am 71% Extraverted, meaning I gain energy from social interaction and feel comfortable expressing enthusiasm and engaging with others. This aligns well with roles that require communication, teamwork, and relationship‑building—key elements of HR work. My 51% Feeling score suggests that I tend to consider people, emotions, and values when making decisions, which is beneficial in roles involving employee support, conflict resolution, and empathetic communication. The 51% Prospecting result reflects flexibility and adaptability, showing that I am comfortable with change and open to new opportunities. However, my 67% Turbulent identity highlights a tendency toward self‑criticism and pressure‑sensitivity, which can affect confidence but also motivates me to improve and deliver high‑quality work.
My learning‑style reflection adds another layer to this self‑assessment. Although the quiz identified me as primarily a visual learner, my own experience suggests I am more of a read/write learner with auditory tendencies. I learn best through rewriting notes, summarising information, and engaging with written material. Verbal explanations also help me understand complex ideas. This means I have a multimodal learning preference, which is an advantage in the workplace because it allows me to adapt to different types of training, communication styles, and tasks. Recognising this helps me choose study and work strategies that support my development, such as using written checklists, asking clarifying questions, and reviewing documents carefully.
 
SWOT Analysis
To structure my self‑assessment, I chose to use a SWOT analysis, a tool widely used in personal and professional development. SWOT is effective because it provides a clear framework for evaluating internal qualities (strengths and weaknesses) alongside external factors (opportunities and threats). According to Gurel and Tat (2017), SWOT is valuable for reflective practice because it helps individuals identify how their personal characteristics align with future goals. This makes it an appropriate tool for assessing my readiness for employment and planning my development.
Strengths
I have several strengths that support my employability. My technology skills allow me to navigate digital systems confidently, which is essential in modern HR roles that rely on HRIS platforms, CRM systems, and digital communication tools. My time‑management and organisational skills help me prioritise tasks, meet deadlines, and maintain structure in fast‑paced environments. I also work well under pressure, staying focused even when handling multiple responsibilities. My strong grasping ability means I learn new processes quickly, which is valuable when adapting to new systems or procedures. Combined with my extraverted personality, these strengths position me well for roles that require communication, coordination, and administrative accuracy.
Weaknesses
Despite these strengths, I recognise several areas for improvement. I can become easily distracted, especially when working in busy environments. My impatience sometimes leads me to rush tasks, which can affect accuracy. I also struggle with procrastination, particularly when tasks feel repetitive or overwhelming. Additionally, my concentration can fluctuate, especially when I am under stress. These weaknesses connect closely to my Turbulent personality type, which can make me more sensitive to pressure. Acknowledging these challenges allows me to develop strategies to manage them, such as breaking tasks into smaller steps, using productivity tools, and creating structured routines.
Opportunities
There are several opportunities for growth. My interest in HR and the skills required for HR Assistant roles align well with my strengths in communication, organisation, and people‑focused work. I also have the opportunity to develop professionally through training, such as CIPD qualifications, which many HR roles support. My ability to learn quickly means I can build new competencies, such as improving my concentration through mindfulness techniques or strengthening my patience through reflective practice. Additionally, my multimodal learning style gives me flexibility in how I approach new challenges.
Threats
The main threats relate to my weaknesses. Distraction and procrastination could affect my productivity if not managed effectively. Impatience may lead to mistakes, especially in roles requiring accuracy, such as HR administration. My sensitivity to pressure could also impact my confidence in demanding situations. However, by recognising these threats early, I can take proactive steps to minimise their impact.

	Strengths
	Weaknesses

	String technology skills
	Impatient when tasks feel slow or repetitive

	Good time management and organisational skills
	Procrastination, especially with overwhelming tasks

	Ability to work well under pressure
	Fluctuating concentration levels

	Quick grasping ability and fast learner
	Easily distracted in busy environments

	Extraverted personality- confident communicating with others
	Sensitive to pressure at times due to turblent personality time

	
	



	Opportunities
	Threats

	Developing HRknowledge through the CHe Business Skills for Workplace course
	Distraction and procrastination affecting productivity

	Potential to pursue CIPD qualifications
	Impatience leading to errors in accuracy based tasks

	Ability to adapt t multimodal learning style
	Pressure sensitivity impacting confidence in demanding situations

	Growing interest in HR roles such as HR Assistant
	Competitive job market requiring strong consistency and focus

	Chance to build experience through placements or admin roles
	Weaknesses becoming barriers if not managed effectively.



My readiness for employment is demonstrated through my achievements, work experience, and ongoing development. I have built strong organisational and communication skills, supported by positive feedback highlighting my reliability and willingness to learn. Completing the CHe Business Skills for the Workplace course has further strengthened my employability by developing my teamwork, digital literacy, and problem‑solving abilities. The course has also encouraged reflective practice, helping me understand my learning preferences and areas for improvement. Alongside my technology skills, adaptability, and ability to learn quickly, these experiences show that I am well‑prepared for the responsibilities of an HR Assistant role.
Task 3
Based on the weaknesses identified in my SWOT analysis—distraction, impatience, procrastination, fluctuating concentration, and pressure sensitivity—I have developed clear short‑term and long‑term employment goals that support my aspiration to work as an HR Assistant. To structure these goals effectively, I am using the SMART framework, which ensures goals are Specific, Measurable, Achievable, Relevant and Time‑bound. SMART goals are widely recommended in professional development because they improve clarity and increase the likelihood of success (Doran, 1981).
Short‑Term Goals (0–6 months)
My short‑term goals focus on improving concentration, reducing procrastination, and developing patience. These goals are essential because HR roles require accuracy, consistency, and the ability to manage administrative tasks without errors. I aim to build stronger routines, use productivity tools, and practise focus techniques to improve my daily performance. Strengthening these areas will help me meet the expectations of HR Assistant roles and work more confidently under pressure.
Long‑Term Goals (6–24 months)
My long‑term goals include developing greater resilience under pressure and improving my ability to manage multiple tasks effectively. I also plan to continue my professional development by progressing onto the BA (Hons) Leadership and Management Skills for the Workplace (Level 5 and 6). This qualification will deepen my leadership capability, strategic thinking, and understanding of organisational behaviour, supporting my ambition to progress into future HR roles such as HR Coordinator or HR Advisor.
PDP
	Action
	Time
	Resources Needed
	Progress Measure

	Use productivity tools to reduce procrastination
	3 months
	Planner, apps
	Tasks completed on schedule

	Practice focus techniques
	3-6 months
	Time, study,space
	Longer periods of uninterrupted work

	Develop patience through reflective journaling
	ongoing
	Notebook
	Fewer rushed mistakes

	Build confidence under pressure through role play and feedback
	6-12 months
	Tutor/peer support
	Improved performance in mock tasks

	Enrol on BA (Hons) Leadrship and Management skills (level 5-6)
	12-24 months
	Course funding, study time
	Completion of modules
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About you
Above all, you're someone who identifies with our values of fun, integrity, responsiveness, success and
teamwork.

As a HR Assistant with Exemplar Health Care, previous HR experience is essential. preferably across a
variety of disciplines.

You'll also have:

« CIPD qualification level 3 or above
« strong knowledge of HR best practices and employment legislation
« excellent communication and interpersonal skills
« strong organisational and administrative skills
« the ability to handle sensitive information with discretion and maintain confidentiality
« IT proficiency, including HRIS systems, MS Office, and reporting tools
« the ability to manage multiple tasks and meet deadlines.




image3.png
HR Assistant —
5] Exemplar Health Care pply
HR Assistant

When registering to this job board you will be redirected to the online application form. Please ensure
that this is completed in full in order that your application can be reviewed.

HR Assistant

Position: HR Assistant

Location: 17 Europa View, Sheffield Business Park, S9 THX (minimum 3 days per week in the office/ ad hoc
travel to care homes when required)

Contract type: 12-Month Fixed-Term Contract

Rate: £27,872.26

This is an exciting opportunity to join our rapidly growing organisation as a HR Assistant.

In this role, you’ll be a key member of the Human Resources (HR) Team and support with all aspects of HR
documentation including people and business data.

About Exemplar Health Care

Exemplar Health Care is one of the country’s leading nursing care providers for adults living with complex
needs.
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HR Assistant, Consultancy, Warwick

At the HR Dept we provide HR support to small to medium size businesses across a range of sectors. In
addition to solving HR problems and challenges for our clients, we also offer a range of services to help
our clients grow their businesses.

We are now looking for an HR Assistant to support our growing team and client base. This is an exciting
opportunity for strong HR administrator to join and support our team whilst developing their HR skills. We
will provide support for the right candidate to complete their CIPD.

This is a full-time, permanent contract working 37.5 hours per week, 9.00am to 5.00pm, Monday to Friday.

Main duties:

« Drafting HR letters as directed by the team including. disciplinary invites, grievance invites, outcome
letters, letters of concern, resignation letters, flexible working letters etc.

« Drafting contracts and offer letters.

« Providing an effective service for our clients.

« Attending meetings with a HR Advisor to develop knowledge and experience.

« Answering incoming calls, taking details and supporting the clients where able to or providing
accurate messages to the team in a timely manner.

« Support recruitment campaigns for clients, including drafting job adverts, shortlisting candidates
and arranging interviews
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Uploading advice to the CRM system

Liaising with third party providers e.g. occupational health, DBS

Supporting the team with administration in relation to clients HR systems

Note taking during meetings and note typing of meetings and recordings
Supporting the team with creation and updating of handbooks, policies and contacts for clients

Necessary Skills, Qualifications and Experience:

« Outstanding business organisational skills

« HR experience would be advantageous but is not essential.

« Strong administrator

« Self-motivated, able to take initiative and use sound judgement in day-to-day decision making
« Customer-focused with a ‘can do’ attitude

« Ability to work to tight and often conflicting deadlines in a fast paced working environment

« Ability to work accurately, with meticulous attention to detail

« Able to work with complete discretion and confidentiality at all times

« Expertise of MS Office (MS Word, Excel, PowerPoint and Outlook)
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About the role

As HR Coordinator, you'll provide professional, efficient and comprehensive HR support across the

company and manage key functions including recruitment onboarding. employee relations, HR
administration, compliance and staff well-being initiatives.

No two days will ever be the same, but your day-to-day responsibilities will include:

« respond to routine questions from colleagues and managers on topics such as annual leave, sickness
reporting. contractual terms, maternity/paternity leave, and probationary periods.

« advise managers and staff on how to access and complete HR related forms and documents

« triage more complex or sensitive issues to the appropriate Employee relations manager or HR
Business Partner, ensuring continuity of service and timely escalation

« maintain a log of frequently asked questions and recurring issues to support improvements in HR
service delivery and to identify potential training needs

« signpost colleagues to relevant internal resources (e.g. policy. MyExemplar and wellbeing support, to
encourage self-service where appropriate)

« deliver a consistent and approachable HR presence across our homes, reinforcing a positive and
responsive people focused culture

« support new managers with onboarding tools and procedural checklists.

Download the job description for a full list of responsibilities.




