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                                                     Recruitment and Selection 

Effective recruitment helps organisations find candidates with the skills and abilities 
they need (CIPD, 2026). To achieve this, the recruitment process should be fair and 
consider equality, diversity and inclusion (Acas, 2026), while structured and objective 
selection methods can help reduce bias (CIPD, 2024). Therefore, identifying key 
skills in job advertisements is important for understanding employers’ expectations. 

 

Key skills needed in Advertisement 1:        

1. Communication skills  
2. Organisation skills  
3. Attention to detail  
4. Administrative skills 
5. IT -Microsoft Office skills  

Key skills needed in Advertisement 2: 

1. Communication skills  
2. Organisational skills  
3. Administrative skills / Admin support. 
4. Attention to detail  
5. Customer service / Interpersonal skills 

                                                                

In both job advertisements, the most common skills are administration, organisation 
and communication. Interpersonal and teamwork skills are also widely recognised as 
important employability skills for graduates (Succi and Canovi, 2016). 

These skills are essential for my future career because they will help me perform my 

duties efficiently, communicate professionally, and provide high-quality administrative 

support. 

• Administration is important for my future career because I will be responsible 
for organising documents, answering emails, arranging appointments, and 
keeping records up to date. Good administrative skills will help me work 
efficiently, stay organised, and support both customers and colleagues. 

• Organisation is important for my future career because an administrator is 
responsible for managing documents, appointments, records, and daily tasks. 
Being organised helps me work efficiently, meet deadlines, and avoid 
mistakes. 
 

• Communication is important for my future career because I will need to speak 
with customers, colleagues and partner organisations by phone, email and 



face-to-face. Good communication helps build positive relationships and 
ensures information is shared clearly and accurately. 

 

                                                                               SWOT Analysis 

                                                                             

 

Strengths (Current) 

Organisation and Time Management:  One of my biggest strengths is being 
organised and having good time management skills. In my current role as a 
receptionist, I manage appointments, answer phone calls, respond to emails and 
complete administrative tasks while working in a busy environment, therefore these 
skills will be important in my future career as an administrator  

 

Communication: Effective communication and teamwork skills are important factors 
in improving graduate employability (Andrews and Higson, 2008). I have developed 
good communication skills through working with customers and colleagues every 
day. Effective communication will help me build positive relationships with clients, 
colleagues and external organisations in an administrative role. 

Customer Service: I have strong customer service skills from working in hospitality. I 
always try to be polite, professional and helpful when dealing with customers. This 



will be valuable because administrators are often the first point of contact and create 
a positive first impression of the organisation. 

Problem-solving: I am able to stay calm and find solutions when unexpected 
situations arise. Employers value a range of employability skills, including 
communication, teamwork, planning, time management and problem-solving 
(Osmani et al., 2019). 

 

Teamwork: I work well with colleagues and understand the importance of supporting 
the team. Administrators often work with different departments, so teamwork is 
essential for completing tasks successfully. 

 

Weaknesses (Current) 

Delegation: One of my weaknesses is delegation. I sometimes prefer to complete 
tasks myself because I want to make sure everything is done correctly. However, I 
understand that delegating tasks improves teamwork and efficiency. I plan to 
develop this skill by trusting colleagues more and sharing responsibilities when 
appropriate. 

Confidence: Although my confidence has improved, I can still feel nervous when 
speaking in unfamiliar situations, especially in English. I am improving by 
communicating with customers every day and practising my English through work 
and university. 

Overthinking: I am learning to trust my judgement and make decisions more 
confidently. 

Public Speaking: I plan to improve this skill by taking part in presentations at 
university and speaking up more during meetings. 

Opportunities (Anticipated) 

Training: Training programmes will help me improve my administrative, 
communication and IT skills, making me more effective in my future role. 

Networking: Building professional relationships with colleagues and industry 
professionals may create future career opportunities and help me learn from 
experienced people. 

Career Progression: Developing career competencies can support career 
progression by improving employability and contributing to early career success 
(Blokker et al., 2019). 



Based on my experience, starting as an administrator can help me gain experience 
and progress into senior administrative or office management positions in the future. 

Certifications: Completing additional courses, such as Microsoft Office or 
administration training, will strengthen my CV and improve my employment 
opportunities. 

Experience: Work experience can play a key role in developing employability and 
preparing graduates for future employment (Helyer and Lee, 2014). Every new role 
will allow me to develop practical skills and increase my confidence in administrative 
work for my future career. 

Threats (Anticipated) 

Competition: Many candidates apply for administrative jobs, so I need to continue 
developing my skills and experience to remain competitive. 

Technology: Office technology changes quickly, so I will need to keep learning new 
software and digital systems. 

Workload: Administrative roles can be busy, with multiple deadlines and 
responsibilities. I will need to manage my time effectively to avoid stress. 

Economic Changes: Changes in the economy may reduce the number of available 
jobs or increase competition for vacancies. 

Time Pressure: Working under pressure may sometimes be challenging, but 
improving my organisation and planning skills will help me manage deadlines 
successfully. 

 

 

Webb and Speculand,(2012) says that personal Development Planning helps 
individuals reflect on their learning and achievements. To have a clear view of my 
future I am using personal development plant to follow up my short- and long-term 
goals 

 

 Short-Term Time Period 
 
What do I want to  
accomplish in the next  
three to six months? 
 

Long-Term Period  
 
What do I want to  
accomplish in the next  
two to three years?  

Section 1 - My Goals   
  

My short-term goal is to 
complete my foundation 
course, improve my 
communication and 

My long-term goal is to build 
a successful career in 
administration, gain 
professional qualifications, 



What are my overall goals 
that I want to accomplish 
in this time period?  
 
  
 
Example: become a 
Student Affairs Officer; 
learn computer graphics  
 
 
 
 

administrative skills, and 
gain experience in an 
administrator role. I also 
want to develop my 
Microsoft Office skills to 
become more confident in 
an office environment. 

 

develop leadership skills, and 
progress into a senior 
administrative position. 

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  
 

 

I need to improve my 
Microsoft Office skills, 
professional 
communication, document 
management, and customer 
service skills. These are 
essential for working 
effectively as an 
administrator. 

 

I want to develop advanced 
administrative and leadership 
skills, learn project 
management, and complete 
professional qualifications to 
progress into a senior 
administrative role. 

 

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  
 
 
 

I will improve my 
administrative and 
communication skills by 
completing my foundation 
course, practising Microsoft 
Office, and gaining work 
experience. 

 

I will continue developing my 
professional skills through 
training, qualifications, and 
work experience to progress 
into a senior administrative 
role. 

 

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

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



 
Section 4 - Resources 
  
 
What resources do I need?  
  
  
Example: free time; 
funding 
 
 

I will use university support, 
online courses, Microsoft 
Office training, and work 
experience to develop my 
skills. 

 

I will use professional 
qualifications, employer 
training, mentoring, and 
networking opportunities to 
continue my career 
development. 

 

Section 5 - Time 
Schedule  
  
What is my time 
schedule?   
 

1-6 month. 1-1.5years 
Start new job having 
important contacts. 

 
 
When will I start?  
  
 

Within a month  

 
 

When do I expect to 
finish? 

  
 

Maximum of 1.5years  

Section 6 - Completion  
  

When have I completed 
each  
step?  
  
 

□31.10.2026 
      Date  
  

 □31.12.2026 

      Date  

  

 □31.01.27 

      Date 
 

□31.12.2027 
      Date  
  

 □31.01.2028 

      Date  
  

 □31.04.2028 

      Date 
 

 

The skills I identified, including administration, organisation, and communication, 
make me a strong candidate for an administrator role. These skills will help me 
manage tasks efficiently, communicate professionally with customers and 
colleagues, and provide excellent administrative support. I am motivated to continue 
improving my knowledge and gaining experience to achieve my career goals. I 
believe these skills will help me become a successful and reliable administrator. 
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