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Introduction
The job description as given on the first job advert attached is in regard to an HR job that necessitated a very wide range of management, organisation, and people skills. The best competencies that are shown in the advert are that one must be a good communicator, keen on their observations, maintain confidentiality and be able to manage employee records and recruitment procedures. It is also concerned with teamwork, time management and HR system expertise. These abilities are essential because the task will be to assist with HR practices, work with sensitive information about the staff, and assist in recruitment and administration tasks.
Overview of Second Job Advert (Indeed, 2026)
The second ad on Indeed, which presents an advert for an HR Administrator position (2026), has rather similar expectations with a slightly broader scope of activities. The roles that this position performs involve assisting in the recruitment and onboarding process, record keeping of the workers, and internal communication (Indeed.com, 2026). It also needs an understanding of the payroll procedures, scheduling and adhering to employment regulations. In addition, the advert exhibits IT skills and the potential of being able to work with the HR systems and databases. HR assistants should perform tasks that will allow them to serve as a connection point with employees, showing administrative effectiveness as well as good interpersonal skills.
Please see both job adverts in Annexe chapter
Comparison of Major Skills and Areas of Knowledge
In contrasting the two job adverts, it is obvious that several similar skills and knowledge areas are evident. Communication is highly emphasised in the two roles because the HR employees have to communicate successfully with their employees, superior employees and their customers. Also, it is constantly highlighted in the organisational competencies and attention to detail, specifically in the utilisation of employee records and documentation (Shiri et al., 2022). Another similar need is confidentiality, bearing in mind that personal and organisational information is sensitive and held by HR administrators. Moreover, the two adverts emphasise experience in recruitment procedures and the HR systems, meaning that technical and procedural skills are crucial. Time management and multitasking are also tendencies, and all HR jobs are highly characterised by numerous responsibilities working simultaneously.
Skill most needed: Communication.
Of these common capabilities, communication is the most valuable to the HR profession (Hakvoort et al., 2022). HR administrators can act as an intermediary between workers and the management to make the information clear and professional. Effective communication helps in solving the problems of employees, helps to recruit, onboard and understand the organisational policies. Misunderstandings may occur in case there is a lack of particular communication skills, causing conflicts and inefficiencies at the workplace. Moreover, those employees who have to deal with confidential or complex topics must remain sensitive in their dialogue, and that is why this skill is important to build trust and a positive working environment. Communication, therefore, is one of the skills that are crucial, which helps in supporting all the HR functions and contributes greatly towards the success of an organisation.
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SWOT analysis is a systematic approach to assess Strengths, Weaknesses, Opportunities and Threats of a person. It assists people in evaluating the inner and outer environmental issues that impact personal and professional growth. With the insight of Strategic Management, SWOT analysis is widely used in the education and career planning processes to promote effective decision-making and skill acquisition. Karadzhov (2025) elaborates on the fact that SWOT provides a logical approach to knowing what needs to be improved and how it should be aligned with the goal that can be attained.
The importance of SWOT lies in its ability to promote self-awareness and strategic thinking. It helps them to know where they are currently and plan what to do in the future. According to Drastichova (2024), the SWOT analysis has a chance to contribute to sustainable development since it can help people adjust to the changing conditions. Similarly, Ngyah-Etchutambe et al. (2022) indicate that the SWOT may be applied in skills and employability development, particularly, the identification of practical skills in the job market. So SWOT is a must-have tool for students with their future professional career in mind.
	Strengths  
Another of my strengths is communication skills, which are paramount in Human Resource Management. I can clearly articulate my thoughts, be a listener, and interact well with other people. This skill will help in HR activities where one needs to communicate in terms of recruiting employees, engaging them in the organisation, and resolving conflicts.
Another area of strength is my teamwork ability. In my undertakings, I have been engaged in group undertakings where I have been able to identify with fellow students to carry out the undertaking. This skill is relevant in the HR practice since research conducted by Dennis et al. (2023) points out that teamwork is an effective approach to build trust and improve performance in organisational settings.
I am also equipped with very basic IT skills, such as the use of Microsoft Office and online learning environments. Modern Hr practices that involve the utilisation of digital systems in handling the data and communication of the employees require such skills.
Moreover, there is an impetus to learn and mature. Although I have academic difficulties, I will strive to improve my abilities and attain my career ambitions. According to Mahlomahlo and Mahlomahlo (2024), the continuous learning and adaptability justify the relevance of this strength, as employmentability is greatly linked with these features.
	Weaknesses 
One of my weaknesses is time management; this has had a negative effect on my performance in achieving deadlines on assignments. This has contributed towards poor academic performance and stress.
The other weakness is in the sense that I am not confident about writing in academics, and specifically about how to structure an assignment and the application of academic language. This would be able to decrease my overall work quality.
I also do not have a broad scope of practical experience in HR, as, at the moment, I cannot work in a professional environment. This restricts my knowledge of practical HR exercises.
Moreover, there is one more example when the issue of procrastination that can postpone the task completion and affect productivity is present in me as well. Being aware of these weaknesses can be helpful in personal development, as Karadzhov (2025) underlines, the importance of self-evaluation to enhance performance.

	Opportunities 
 I have several opportunities that can help in my career development. I am a student pursuing a Certificate in Business, and as such, I have access to academic materials, workshops and tutor support, which can be used to enhance my learning and skills.
I might also think about the alternative of interns or working part-time in the HR field, as it will be an additional practice and will advertise my skills in recruitment. Ngyah-Etchutambe et al. (2022) stress that applied education plays a great role in the acquisition of employable skills.
Further advancement of my IT- and HR-related skills can be detected in online courses and training programmes as well. The resources will assist me in learning new things and remain at the same level as the trends in the industry.
In addition, peer and lecturer networking can be a great source of career advice and encouragement and assist me in the process of attaining my target of being an HR Assistant.
	Threats 
A significant risk is that there is a lot of competition in the job market, especially with entry-level positions in HR. One can find a lot of applicants who have a level of experience or higher education.
Another risk is technological advancement in the human resources field, and a role there becomes more challenging in terms of digital abilities and expertise in HR systems. Without continuous improvement, I may not be capable of meeting these demands.
In addition, my inability to manage my time and scholarly stress would also negatively affect my performance unless I avoid it. According to Drastichova (2024), change and adjustments are the key to future success, and it is critical to learn to cope with these threats.
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The profession that I would like to pursue in the future, and now I am advertising this idea through my academic activity and mastery of my skills. I am undertaking a Chapter Certificate in Business, which will provide me with the fundamental skills in both management and communication, as well as organisational behaviour.
As an indication of competence in using theoretical knowledge in real-life situations, in the case of education, I have already performed assignments and worked in groups. I am trying my best to improve myself despite the challenges that I am undergoing, by making sure that I am making good use of my time and by taking tutor feedback. Though my working experience is limited, I feel motivated to experience working through being an intern as well as working on night shifts. My communication, cooperation and willingness to learn abilities demonstrate that I will be able to grow professionally.
Overall, I can say that my SWOT analysis shows that I know my strengths and weaknesses, and I am improving on them. A changing learning and adapting process, as Mahlomahlo and Mahlomahlo (2024) emphasise, is also appropriate to my personal and professional development. Therefore, I am learning how to achieve my plans by acquiring the skills and knowledge needed to make it a reality of becoming an HR professional.
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Considering the weaknesses of my SWOT analysis, I have developed the following employability goals to improve my academic performance, skills and career preparedness in the field of Human Resource Management:
Goal 1 (Short-term): Can control time more effectively and complete all assignments and resits in time (3-6 months).
Goal 2 (Short-term): Obtaining high grades in my CertHE Business course.
Goal 3 (Mid-term): Acquire good communication and interpersonal skills in HR positions.
Goal 4 (Mid-term): Learn the aspects of HR practices, including recruitment, onboarding, and employee relations.
Goal 5 (Mid-term): Develop IT and HR software skills (e.g. Microsoft Office, HR systems).
Goal 6 (Long-term): Practical experience by internship or part-time HR.
Goal 7  (Long-term): Find a full-time job as an HR Assistant and become an HR Officer.
The importance of these objectives is that they will address my areas of weakness directly and will help me achieve my long-term objective of becoming a successful HR professional.
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Personal Development Plan (PDP) is a systematic process that enables people to determine their objectives, enhance their competencies, and strategise on how to achieve personal and career development (Kwarteng and Servoh, 2022). It is important because it provides a clear direction, elevates self-awareness and allows the measurement of progress.

	 
	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 the overall goals that I want to accomplish in this time period?  
 
  
 
Example: become a Student Affairs Officer; learn computer graphics  
 
 
 
	1. I want to improve my time management and complete all assignments and resits within deadlines. 
2. I want to achieve high marks in my CertHE Business course.
	1. I want to develop strong communication and interpersonal skills for HR roles.
 2. I want to gain knowledge of HR practices such as recruitment, onboarding, and employee relations. 
3. I want to build IT and HR software skills (e.g., Microsoft Office, HR systems).
	1. I want to gain practical experience through internships or part-time HR roles. 
2. I want to secure a full-time HR Assistant position. 
3. I want to progress toward an HR Officer role.

	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  
 
 
 
	1. Time management and prioritisation skills. 
2. Academic writing and assignment completion skills. 
3. Study planning and organisation techniques.
	1. Communication and interpersonal skills. 
2. Recruitment, onboarding, and employee relations processes. 
3. IT skills, including Microsoft Office and HR software systems.
	1. Workplace professionalism and confidence. 
2. Practical HR experience and application of knowledge. 
3. Advanced problem-solving and decision-making in HR.

	Section 3 - Next Steps 
  
How am I going to acquire the skills and knowledge? How am I going to do this project?  
  
  
 
Example: take a Dreamweaver class; do an  
informational interview; set up a project outline  
 
 Exact Timing
	1. Write and submit all assignments and resits on time. 
2. Meet tutors regularly for feedback and guidance. 
3. Use a planner to organise daily and weekly study tasks.
	1. Attend workshops and communication training sessions. 
2. Take online courses in HR and IT skills. 
3. Participate in group work and presentations to build confidence.
	1. Apply for internships or part-time HR roles. 
2. Gain hands-on experience in HR-related tasks. 
3. Continue professional development through training and self-learning.










[image: ]

[image: ]


[image: ]


Job advert 2
[image: ]
[image: ]
[image: ]
[image: ]



[bookmark: _Toc227745283]Reference List
Dennis, A.R., Lakhiwal, A. and Sachdeva, A. (2023). AI agents as team members: Effects on satisfaction, conflict, trustworthiness, and willingness to work with. Journal of Management Information Systems, 40(2), pp.307-337. https://www.researchgate.net/profile/Alan-Dennis-3/publication/371678429_AI_Agents_as_Team_Members_Effects_on_Satisfaction_Conflict_Trustworthiness_and_Willingness_to_Work_With/links/6643372608aa54017a08241f/AI-Agents-as-Team-Members-Effects-on-Satisfaction-Conflict-Trustworthiness-and-Willingness-to-Work-With.pdf 
Drastichová, M. (2024). SWOT analysis of the sustainable development concept. Problemy Ekorozwoju, 19(1). https://yadda.icm.edu.pl/baztech/element/bwmeta1.element.baztech-1408c67c-1a29-4b48-a870-54eff9ef462a/c/01.Drastichova.pdf 
Hakvoort, L., Dikken, J., Cramer-Kruit, J., Molendijk-van Nieuwenhuyzen, K., van der Schaaf, M. and Schuurmans, M., (2022). Factors that influence continuing professional development over a nursing career: A scoping review. Nurse Education in Practice, 65, p.103481. https://www.sciencedirect.com/science/article/pii/S1471595322001950 
Indeed.com. (2026). HR Assistant Work, jobs (with Salaries) | Indeed United Kingdom. [online] Available at: https://uk.indeed.com/viewjob?jk=78b7c890ea27e4a6&from=shareddesktop_copy 
Karadzhov, V. (2025). How to create the best SWOT analysis. International Journal of Research and Review, 12(1), pp.66-75. https://www.researchgate.net/profile/Vladimir-Karadzhov/publication/387723931_How_to_Create_the_Best_SWOT_Analysis/links/6779537f00aa3770e0d72600/How-to-Create-the-Best-SWOT-Analysis.pdf 
Kwarteng, J.T. and Servoh, M. (2022). Connection between accounting graduates' competences and job performance: Mediating role of continuing professional development. Cogent Business & Management, 9(1), pp.1-15. https://www.econstor.eu/bitstream/10419/288891/1/10.1080_23311975.2022.2084976.pdf 
Mahlomaholo, S.M. and Mahlomaholo, M.R. (2024). Employability as Inclusive Entanglement in Relationalities: A Design in Sustainable Learning. Intellectual and Learning Disabilities: Inclusiveness and Contemporary Teaching Environments, p.113. https://www.intechopen.com/chapters/88908 
Ngyah-Etchutambe, I.B., Aki, E.M., Mbi, S.E. and Farinkia, N.G., (2022, December). Informal vocational training and sustainable livelihood skills among unemployed youth in low-income countries: Insights from a SWOT analysis of tailoring apprenticeships in Cameroon. In Frontiers in Education (Vol. 7, p. 1027632). Frontiers Media SA. https://www.frontiersin.org/journals/education/articles/10.3389/feduc.2022.1027632/full 
Shiri, R., El-Metwally, A., Sallinen, M., Pöyry, M., Härmä, M. and Toppinen-Tanner, S., (2023), November. The role of continuing professional training or development in maintaining current employment: A systematic review. In Healthcare (Vol. 11, No. 21, p. 2900). MDPI. https://www.mdpi.com/2227-9032/11/21/2900 

image6.png
Full job description

About LIPA

The Liverpool Institute for Performing Arts (LIPA) is recognised as a leading centre of excellence for
creative learning and vocational training within the performing arts and creative economies. We hold
an international and national reputation for the quality of our teaching, our world-class facilities, and

our enviable track record of graduate employment and alumni success.

We're now looking for a motivated and proactive HR Administrator to join our friendly HR team. This
is an exciting new opportunity to develop your HR career in a diverse, supportive, and inspiring

environment, while playing an active role in supporting LIPAs transition to a new HR system.

About the Role

As the first point of contact for day-to-day HR queries, you'll play a key part in ensuring colleagues
feel supported and informed. This is a varied and fast-paced role covering all stages of the employee

lifecycle, including:

Key Responsibilities

Coordinating recruitment and onboarding activities including UK Right to Work, DBS and
reference checks.

Preparing offer letters, contracts, and associated documentation
Supporting induction processes

Accurate reporting of absences including sickness and annual leave
Maintaining accurate data within our HR information systems

Assisting with the implementation of our new HR and Payroll system
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|About You

We're looking for someone who is enthusiastic, organised, and able to build positive working
relationships. You'll bring:

o CIPD Level 3 (or currently working towards it) or equivalent.
o Experience in an HR or administrative role

o Strong attention to detail and excellent organisational skills

«  High level of integrity and discretion when handling sensitive HR information.
o Adaptable and able to remain calm under pressure.

o Experience in payroll or an interest in developing payroll knowledge.

o People focused, with a helpful and approachable manner.

o Confidence using Microsoft Word, Excel and Outlook

e Clear communication skills and a collaborative mindset

o Managing a varied workload and meeting deadlines

o Willingness to learn and develop within the HR profession.
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[What We Offer
s Salary: £24,685 — £28,031 per annum
o 22 days’ annual leave increases with service, plus bank holidays and additional closure days
o Hybrid working (typically 4 days on-site)
o Complimentary tickets to LIPA productions
o Acreative, inclusive and supportive working culture
o Competitive pension scheme
How to Apply

If you think this role is right for you, we'd love to hear from you. Simply click the apply button and
submit your professional CV.

If you have any questions about the application process or require reasonable adjustments, please
contact our Recruitment Team:

recruit@lipa.ac.uk
0151 330 3091

Closing date: Friday 1st May at 2pm. No agencies, please.
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Job Description

Full job description

Store Manager: Aberfeldy
Location: Aberfeldy
Salary: £38,700 - £43,000 per annum plus great benefits

Contract: Permanent

We're looking for a skilled Store Manager to join our retail team. This full-time
Store Manager role comes with a competitive salary and brilliant benefits
package.

As a Store Manager, you'll help to deliver the store purpose by guiding the
commercial and community strategies in your store. You'll also lead your team
and show them how to make shopping at Co-op a fantastic experience, you'll
help them to grow and learn so they can show our customers, colleagues and
members the difference Co-op brings to local communities.

In this role, you can expect to:

« Empower your team to deliver great service, personally promoting the
Co-op difference to customers and members

+ Build an inclusive culture where everyone can speak up and share their
views

- Develop your team through regular performance conversations to help
them reach their potential

« Make sure the store is safe, legal and operational
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+ Manage and optimise your store's commercial performance, recruit new
team members and manage HR processes

You'll need experience of guiding and developing a team and working in a busy,
service-focused environment. Good communication skills are essential, and you
should be able to coach, motivate and inspire your team. You'll also need:

« Resilience and great problem-solving skills
+ The ability to understand and analyse commercial information

« Willingness to roll up your sleeves and support the team with delivery of
store activities

In return for your passion and commitment, you'll get a competitive salary and
great benefits package which includes an annual bonus (based on personal and
business performance), A generous holiday allowance of 36 days including bank
holidays (rising with service)

You'll also get:

« Colleague member discount with 30% off Co-op branded products and
10% off other brands available in-store

+ A pension with up to 10% employer contributions
s Stream app - giving access to a percentage of your pay as you earn it
« Cycle to work scheme

« Coaching and training to support your career development
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At Co-op, we're proud to do things a different way. As one of the world's largest
co-operatives, owned by millions of members, community is at the heart of
what we do. Since our Co-op was founded in 1844, we've had a clear social
purpose, and everything we do as a business helps to build a fairer world for
our members, customers, colleagues, and communities.

We're building diverse and inclusive teams that reflect the communities we
serve.

We welcome applications from everyone and are committed to creating a
workplace where colleagues can feel like they belong, supported by our
inclusive policies and the ways we work.

We're proud to be part of the Disability Confident scheme and offer interviews
to disabled candidates who meet the minimum criteria for a job. If you need
any adjustments during the recruitment process, we'll support you.

Learn more about our recruitment process at jobs.coop.co.uk/apply-process
and our inclusion commitments at jobs.coop.co.uk/diversity-inclusion

As part of the application process for this job, you'll need to complete two
online assessments. It will take around 20 minutes to complete these tests.

We reserve the right to remove a vacancy before the scheduled closing date.
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HR Administrator

The Liverpool Institute for Performing Arts & + 3.9 %

Liverpool L19HF
Hybrid work

£24,685 - £28,031ayear - Full-time

You must create an Indeed account before continuing to the company website to apply

Job details

8 pay
£24,685 - £28,031a year

& Jobtype

Full-time




