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Task 1 

To grasp the essential skills needed for a career in Human Resources, I examined two job postings for HR positions on Indeed. The first posting is for an HR Administrator at Hunt Forest Group (Indeed, 2026). This listing outlines several key skills, including effective communication, the ability to maintain accurate employee records, proficiency in Microsoft Office, attention to detail, and the responsibility of managing confidential information. The position also demands strong organisational skills, the capability to assist in recruitment processes, and the confidence to address staff inquiries.
Similarly, the second posting is for an HR Officer at More House School (Indeed, 2026). This advertisement highlights skills such as excellent interpersonal communication, robust administrative capabilities, knowledge of HR policies, awareness of safeguarding protocols, and the ability to work independently. It also calls for problem-solving skills, a commitment to confidentiality, and the capacity to assist staff with HR-related concerns.

Similarities Between the Two Adverts
Both advertisements showcase several overlapping skills. The first commonality is communication, which is crucial for engaging with colleagues, addressing inquiries, and assisting HR operations. Both positions also require strong administrative skills, such as record-keeping, organisation, and attention to detail. Confidentiality is another shared requirement, since HR professionals manage sensitive employee data. Lastly, both roles highlight the importance of working autonomously and effectively juggling multiple responsibilities.
How I Can Use One Skill in My Future Employment
A crucial ability highlighted in both advertisements is communication. In my prospective HR position, effective communication will be vital for assisting employees, clearly outlining policies, and addressing workplace concerns. Strong communication will also enable me to foster trust, uphold professionalism, and facilitate seamless HR processes. By honing my communication skills, I can play a positive role in employee wellbeing and the organisation's success.

References
Indeed (2026). HR Administrator – Hunt Forest Group.
 Indeed (2026). HR Officer – More House School.






Task 2 
Find a definition of SWOT – RESEARCH and why SWOT is important (research)
	Strengths  
Teamwork and Collaboration: One of my key strengths is effective collaboration within a team. I communicate clearly, share ideas, and support coworkers, fostering a positive work atmosphere and ensuring objectives are met efficiently. In human resources or retail, teamwork is essential for organising tasks and addressing challenges.
Adaptability: I am adaptable and can quickly adjust to changes in workload or unexpected challenges. Whether learning new systems, handling urgent tasks, or working with different teams, I maintain composure. This flexibility is essential in dynamic environments like HR or customer-facing roles.


 




	Weaknesses
Public Speaking: I recognise that public speaking is a weakness for me. While I'm effective in one-on-one communication, I feel anxious when addressing groups, which affects my confidence. Improving this skill will help me convey information better and take on leadership roles.
Delegation: I find it challenging to delegate tasks because I prefer to handle them myself to ensure they're done properly. This can lead to a heavier workload and more stress. By learning to trust my colleagues and delegate effectively, I can manage my time better and enhance team productivity.



	Opportunities 
 Professional Training Courses: Many training opportunities are available, such as HR workshops, communication courses, and leadership programmes. These can help me strengthen my weaknesses, gain new skills, and improve my employability. Access to online learning platforms also makes it easier to study at my own pace.
Growing HR Sector: The HR field is expanding, with more organisations investing in employee wellbeing, recruitment, and training. This creates opportunities for entry‑level HR roles, apprenticeships, and career progression. As businesses focus more on people management, HR professionals are increasingly in demand.



 
 
 
 
 
 
 
 
	Threats 
High Competition for HR Roles: HR roles often attract many applicants, especially in London. This means I need strong skills, qualifications, and experience to stand out. Without continuous development, I may fall behind other candidates.
Rapid Technological Changes: HR systems and digital tools are constantly evolving. If I do not keep up with new technologies, it may affect my ability to perform effectively. Staying updated with HR software and digital trends is essential to remain competitive.

 



· You will need to explain the above strengths and weaknesses in one  to two paragraphs too. 

First off all, after conducting my SWOT i realised that my key strengths arecommunication skills – why 
Evidence of Readiness 
I am well-prepared for HR and administrative roles, backed by hands-on experience and academic achievements. My background in customer-oriented environments has strengthened my communication, organisation, and adaptability skills. 
I have completed AAT Levels 2–4 and am pursuing a CertHE in Business Skills for the Workplace, which is strengthening my analytical skills and understanding of business operations. Balancing education with work and family demonstrates my commitment to ongoing learning.
In previous positions, I developed essential HR competencies through teamwork and problem-solving, earning recognition for my dependability, positive attitude, and strong communication skills. 
Overall, my skills and motivation position me well to transition into HR roles and advance my career.

Task 3 
Employability Goals 

My employability goals are based on the weaknesses and opportunities identified in my SWOT analysis, and they reflect the direction I want my career to move toward within the Human Resources field.
Short‑Term Goals (3–6 months)
In the short term, my main goal is to strengthen my public speaking confidence so I can communicate more effectively in group settings and professional environments. I also aim to improve my delegation skills, ensuring I can manage tasks more efficiently and avoid unnecessary workload. Additionally, I want to complete my CertHE Business course with strong grades, as this will support my academic foundation and enhance my employability.
Mid‑Term Goals (6 months – 2 years)
Over the mid‑term period, I aim to gain practical HR experience through volunteering, shadowing HR staff, or securing an entry‑level HR Assistant role. I also plan to complete professional development courses such as CIPD Level 3, which will give me recognised qualifications in HR practices. Another mid‑term goal is to build a stronger professional network by attending HR workshops, seminars, and career events.
Long‑Term Goals (2–3 years)
My long‑term goal is to progress into a full HR Officer role, where I can take responsibility for recruitment, employee relations, and HR administration. I also aim to continue developing my leadership skills so I can eventually move into HR management. In addition, I plan to complete further qualifications such as CIPD Level 5, which will support my long‑term career progression and help me become a more competitive candidate in the HR sector.
Why These Goals Are Important
These goals are important because they directly address the weaknesses identified in my SWOT analysis, such as confidence and delegation, while also building on my strengths like teamwork and adaptability. They align with my long‑term aspiration to work in Human Resources, a field that requires strong communication, professionalism, and continuous learning. By achieving these goals, I will be better prepared for HR responsibilities and able to progress confidently in my career.


Personal Development Plan 
DEFINITION OF A PERSONAL DEVELOPMENT PLAN and why it is important (research)

	 
	Short-Term Time Frame  
 
What do I want to  
accomplish in the next  
three to six months? 
 
	Mid-Term Time Frame  
 
What do I want to  
accomplish in the next  
six months to two years?  
	Long-Term Time Frame  
 
What do I want to  
accomplish in the next  
two to three years?  

	Section 1 - My Goals   
  
What are my overall goals that I want to accomplish in this time period?  
 
  
 
Example: become a Student Affairs Officer; learn computer graphics  
 
 
 
	 
 
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 public speaking and delegation skills to become more confident in professional environments. Goal 3: I want to gain HR experience and progress into a full HR Assistant or HR Officer role within the next two years.
	 

 With in 2 months complete it.
	Complete all level’s in 2 years 

	Section 2 - Skills and Knowledge to be  
Learned  
 
What specifically do I need to learn? What project do I need to work on?  
  
  
 
Example: Student advising;  
Banner; Dreamweaver; develop a procedures manual  
 
 
 
	 Goal 1: I need to develop stronger time‑management skills to complete assignments on time. I also need to improve my academic writing skills to achieve higher grades.
Goal 2: I need to learn techniques for public speaking, such as voice control, presentation structure, and confidence‑building strategies. For delegation, I need to understand task prioritisation, trust‑building, and team coordination.
Goal 3: I need to learn HR policies, recruitment processes, safeguarding procedures, and HR software systems. I also need to learn employee record management and HR compliance.

	 
 In 6 mont time develop it. 
	 Goal 1: 
 Study well manage my time.

	Section 3 - Next Steps 
  
How am I going to acquire the skills and knowledge? How am I going to do this project?  

Example: take Dreamweaver class; do an  
informational interview; set up a project outline  
 
 Exact Timing you will complete the goals 
	Goal 1 – Improve Academic Performance
How will I acquire the skills?
· Use a daily study schedule and digital planning tools
· Attend academic writing workshops
· Seek feedback from lecturers to improve assignments
Exact timing: I will complete these actions within the next three months.
Goal 2 – Improve Public Speaking & Delegation
How will I acquire the skills?
· Join public speaking workshops or online courses
· Practise speaking in small groups to build confidence
· Delegate small tasks at work to build trust and reduce workload
· Observe experienced managers to learn effective delegation techniques
Exact timing: I will begin immediately and review progress every month for the next six months.
Goal 3 – Gain HR Experience & Progress Career
How will I acquire the skills?
· Apply for HR Assistant volunteer or part‑time roles
· Complete CIPD Level 3 within the next 12–18 months
· Attend HR networking events and seminars

· Seek mentoring from HR professionals

  
	 In study and do practice every day. 
	 Learn and develop and practice.
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