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Task 1:
In this exercise, I have chosen two job vacancies: Trainee Estate Agent, Dexters, Clapham High Street and Executive Assistant, Crystal Financial Solutions, Harrow. While these jobs belong to different sectors, they both involve several transferable employability skills. The Trainee Estate Agent job is concerned with building contacts with buyers, tenants, sellers and landlords, organizing property viewings, understanding the needs of the clients and handling administrative tasks such as referencing and conveyancing. The Executive Assistant job is more concerned with assisting managers in diary organization, letter writing, report writing, travel booking and keeping records.
Another requirement for this job is communication and relationships management. According to the advert, the employee should build and manage professional relationships with buyers, tenants, sellers and landlords. In addition, it is necessary to know what the clients’ expectations and what kind of properties they want to see. Thus, being able to listen, to communicate and to build trust is critical.
As for the Executive Assistant job advert, it proves how important professional communication is. The responsibilities include managing communications, communicating with colleagues professionally and managing confidential information. Written communication skills are especially required, as there is a need to edit various documents, reports and presentations.

Both careers require great skills in organization and time management. Estate agent needs to organize viewings, clients, referencing and conveyancing process in a way that all processes are done on time. Similarly, Executive Assistant needs to organize calendars, meetings, travels and documents. Otherwise, it might be difficult to do other jobs properly. 
Other similar jobs include paying attention to detail and accurate administration, where the estate agent should ensure that references and conveyancing papers have been made in the right way while the Executive Assistant should keep accurate records, files and documents. Therefore, in both these job roles, an employee has to be reliable and cautious in handling information.
Both advertisements show the importance of working as a team, being professional, solving problems and having IT skills, where the Executive Assistant will require Microsoft Outlook and Microsoft Office, while the Estate Agent will require using computers for the storage of information relating to property, clients and other administrative work.

The skill that I think is the most important out of those that are similar is communication. Communication is very important as it involves interacting with different people in these two professions. In estate agency, communication plays a significant role in building the trust of clients and may lead to good sales. In executive support, it involves communication of information between managers, colleagues and outside contacts.

Task 2: reflective self-assessment using SWOT analysis

Strengths:
Communication and team working
- I can work and communicate effectively with other people.

- I have experience of conveying my thoughts, listening to other people and working together towards common goals.

- This competence is required in both professions because they both demand professional communication with clients, colleagues and higher management.

Organization and responsibility
- I can meet the deadline, organize information and work independently.

- These skills come in handy when working on a variety of tasks simultaneously.

- An Executive Assistant must organize meetings, write papers and answer correspondence.

- An estate agent must work on several clients and property viewings at once.
Willingness to learn
- I can accept the criticism and learn from the mistakes.

- Dexters role is meant for a trainee which indicates that the potential is also valued by employers.

- I am sure my willingness to learn will help me improve and grow within an organization.

Weaknesses:
Professional confidence
 I need to work on my confidence level when talking to people I don’t know.  I need to work on my confidence level when presenting and improvising. This is going to be a drawback for me in estate agencies as estate agents need to meet people they don’t know and establish confidence very quickly.

 Professional IT skills
   * I need to develop my skills in Microsoft Office and Outlook.
   * I need to improve my:
   * Professional emailing
   * Microsoft Word
   * Microsoft Excel
   * Scheduling and calendars
   * Professional document layout

 These are especially useful for the job of an Executive Assistant.
* Commercial awareness and industry knowledge
 I need to get to know the property industry better.  I need to know:

     * The buyers/tenants’ needs
       * Mortgages
       * Solicitors
       * Conveyancing
       * Property related jargon

Opportunities:
 I might get experience in the following areas:
       * Administration
       * Customer service
       * Sales
       * Property
       * Financial services

 Even if the occupation does not correspond exactly to my ideal one, it will be useful for me to gain experience in:
       * Communication
       * Team working
       * Organizing
       * Customer service
        * Online courses

  I might undertake some online courses to increase my competence in Microsoft Office.
 I should concentrate on:
       * Microsoft Word
       * Microsoft Excel
       * Microsoft Outlook

 The development of the above-mentioned skills will improve my CV and make me more competitive for the Executive Assistant position.  Career and employability services
  I can use the services of the careers service offered by my educational institution, including tutors and employability services.

 Careers advice will help me to:
       * Make my CV better
       * Practice interviews
       * Look for appropriate vacancies
       * Interview practice will increase my confidence in communication in professional setting.
     

   I might contact the professionals working in:
       * Estate agency
       * Administration
       * Financial services

    It will give me understanding of what skills and qualities employers require.  I might establish my professional connections using:
       * Networking sites
       * Careers fairs
       * Employer events
   * Networking will help me to find work experience and future job opportunities too.

Threats:
Competing for entry-level positions, there could be many candidates with similar educational qualifications.
The employer can select candidates based on:

- Work experience
- Communication skills
-IT skills
-Initiative
-Lack of experience in this regard

If I do not make any effort to gain experience, other candidates could have the edge over me. Having some experience in work, volunteering or internship will help me compete better. Changes in technology, office jobs require computer-based and automated technologies. I should keep updating my skills to cope with changes in technology. Also, lack of confidence. A lack of confidence could stop me from proving my capabilities in the interview. I must practice talking about my skills and accomplishments to future employers.

Overall SWOT Summary

Strengths: Communication, organization, willingness to learn and academic skills.
Weaknesses: Professional confidence, IT skills, commercial awareness and limited work experience.

Opportunities: Work experience, online training, careers support and networking.

Threats: Competition, lack of experience, changing technology and low confidence.
These areas will form the basis of my personal development plan.

Task 3: Employment Goals and Personal Development Plan

Professional confidence, skills in Microsoft Office, industry knowledge and lack of direct work experience are seen to be the major weaknesses as identified in my SWOT analysis and thus, will form part of my employment goals to become a stronger candidate for entry-level positions.

In the first place, my short-term goal, which will span between three and six months will be to build up my skills in Microsoft Office and to increase my professional confidence. It is essential since the advertisement for the position of Executive Assistant lists Microsoft Outlook and Microsoft Office among their requirements. I will complete my online training in Word, Excel and Outlook and will practice creating professional documents, spreadsheets, e-mails and calendars.

Secondly, my second short-term goal will be to secure work experience within six months from now. I will apply for administration, customer service, sales, property or work experience positions. It will help me prove that I have been able to transfer my academic skills into a professional world. I will evaluate progress through the number of applications made, interviews attended and, hopefully, through securing the right position.

In addition, my objective is to build my self-confidence in professional communication. Within three months, I will rehearse my interview questions, make presentations and carry out professional communications. I will seek feedback from tutors, peers and mentors following my rehearsals. My development will be tracked through feedback and how confidently I will communicate in interviews and workplace settings.
My long-term objective, over the period of two to three years, is to gain permanent employment in a professional capacity, with the prospect of development in an area like estate agency, administration or some other customer-based businesses. I would like to develop into a job with more responsibility using my skills in communication, organization and leadership.

	Development Area
	Action
	Resources Needed
	Timeline
	Measure of Success

	Microsoft Office
	Complete Word, Excel and Outlook training and practise workplace tasks.
	Online courses, computer, careers service
	3–6 months
	Certificates gained and ability to complete tasks independently

	Communication Confidence
	Practise presentations and interview questions and request feedback.
	Tutors, peers, mentors, careers service
	1–3 months
	Improved feedback and greater confidence

	Work Experience
	Apply for administration, customer service, sales and property opportunities.
	CV, job websites, careers service
	Within 6 months
	Interviews, work placement or employment secured

	Industry Knowledge
	Research estate agency, financial services and administrative careers.
	Employer websites, careers events, professional resources
	Ongoing
	Ability to explain industry processes and terminology

	Career Progression
	Secure a permanent professional role and seek additional responsibilities.
	Employer training, mentoring and professional development
	2–3 years
	Employment secured and progression towards a higher-responsibility position

	
	
	
	
	



This plan gives me realistic steps for transforming my weaknesses into strengths. By reviewing my progress regularly and updating the plan, when necessary, I can remain focused on becoming more employable and achieving my long-term career aspirations.
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Executive Assistant

Financial Solutions 3 - 1.0 %

Job details

& From £26,000 a year

Company pension
© Permanent, Full-time

Q Lyon Road, Harrow HA1

Profile insights

Here’s how the job qualifications align with your profile,
®  skills

Microsoft Outlook (required) v
Microsoft Office (required) v

Microsoft Word v + show more

Do you have experience in Microsoft Outlook?

Yes No Skip

t

Apply with Indeed
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Full job description

Overview

Crystal Financial Solutions is an established financial
advisory business helping both individuals and
businesses for over 25 years. We are seeking a
motivated and detail-oriented Trainee Executive
Assistant to join our team and support our executive
team.

This role is pivotal in ensuring smooth operations and
effective communication within the organisation. The
ideal candidate will possess excellent administrative
skills, a keen attention to detail, and the ability to
manage multiple tasks efficiently.

Responsibilities:
e Assist executive leadership with daily
administrative tasks, including scheduling

meetings, managing calendars, and handling
correspondence.

e Prepare and edit documents, reports, and
presentations.

e Coordinate travel arrangements and itineraries for
executives.

e Conductresearch and gather information as
needed for various projects.

e Maintain and organise files, records, and

documentation.
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Support the planning and execution of company

events and meetings.

Handle confidential information with discretion
and professionalism.

Provide general office support and assist with
other duties as assigned.

Requirements:

Strong organizational and time-management
skills.

Excellent written and verbal communication
abilities.

Proficiency in Microsoft Office Suite (Word, Excel,
PowerPoint, Outlook).

Ability to work independently and as part of a
team.

High level of attention to detail and accuracy.
Professional and positive attitude.
Willingness to learn and take on new challenges.

Previous administrative experienceis a plus but
not required.

Benefits:

Competitive salary and benefits package.

Opportunities for professional development and
career growth.

Apply with Indeed
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Trainee Estate Agent Clapham High Street

Dexters@ - 3.4 W

Job details

&3 Pay information not provided

Employee discount, Company pension, Paid
volunteer time, Season ticket loan, Discounted gym
membership, Enhanced maternity leave, Enhanced
paternity leave

@ 55 Clapham High Street, London SW4 7TG

/M 35 minute commute

Profile insights

Here's how the job qualifications align with your profile

@< Licences
Driving Licence v
Do you have a valid Driving Licence licence?
Yes No Skip
®  skills

Apply with Indeed
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Skills

Sales v Relationship management v
Conveyancing transactions v
Conveyancing liaison v

Client engagement v -show less

Do you have experience in Sales?

Yes No Skip

Full job description

Are you great with people? Do you enjoy building
relationships and have the ambition to grow your
career? If so, we want you to join our team! Whether or
not you have property experience, we're looking for a
bubbly personality, determination, and a passion for
success. We'll teach you everything you need to know
to become the best!

Driving licence required

What’s in it for you?

e Unlimited Earning Potential: With an uncapped

Apply with Indeed
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Driving licence required

What’s in it for you?

Unlimited Earning Potential: With an uncapped
commission structure, your earning potential is
truly limitless. Expect to earn between £40k-£50k
OTE in your first year.

No Experience? No Problem: As the only Estate
Agents in the UK to be OFSTED regulated, we
provide industry-leading training to equip you with
everything you need to succeed in the property
industry.

Dynamic Environment: Work in a fast-paced,
professional, and fun environment that will
challenge and excite you every day.

Career Growth: Join our Sales and Lettings Teams
in London and kickstart your career with rapid
progression opportunities.

If you're ready to take on an exciting new challenge and

build a rewarding career, we'd love to meet you!

Your Day-to-Day as a Trainee Estate Agent:

Develop and maintain strong, professional
relationships with buyers and tenants, sellers and
landlords, ensuring a high level of satisfaction and
trust.

Apply with Indeed
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