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Task 1 
An HR Assistant works in the Human Resources department and supports recruitment, employee records, and administrative tasks (indeed, 2026)
According to a job advertisement by Hunt Forest Group (Indeed, 2026), an HR Administrator should have good communication skills, strong organisational skills, attention to detail, and the ability to maintain confidential information.
Similarly, according to a job advertisement by More House Schools (Indeed, 2026), an HR Officer should have excellent communication skills, teamwork, problem-solving skills, IT skills, and the ability to manage employee records accurately.
The two job advertisements are similar because both require strong communication, organisation, confidentiality, attention to detail, and computer skills.
One skill I can use for my future employment is communication. Good communication will help me work effectively with colleagues, deal with customers, and solve problems. This skill will also be valuable if I achieve my goal of running my own TikTok Shop clothing business.
Good communication is important to me because it helps me express myself clearly, work well with others, and solve problems. It will also help me communicate confidently with customers and colleagues in my future career. 
For my future career good communication is important to me because I want to build a successful career in HR and develop my own TikTok Shop in the future. I need to be able to communicate clearly with different people, work well in a team, and deal with problems. I am also working on becoming more confident when speaking in front of others. Improving my communication skills will help me feel more confident and prepare me for my future career.

Task 2 


	Strengths  
 - good Communication skills 
· Strong Digital skills 
· Friendly and approachable 
· Willing to learn new skills 
· Good customers service skills 


	Weaknesses

· Low Confidence level when speaking in front of large group of people 
· Sometimes overthink decision 
· Limited provisional work experience 
· Need to improve public speaking 

	Opportunities 
· Studying CertHE business skills for the work place at UWTSD. 
· Developing my tiktok  shop.
· Attending workshops and networking events.
· Learning new business and leadership skills.


	Threats 
Hight competition in the job market.
· Rapid changes in technology.
· Economic uncertainty.
· Competition from other online clothing business.
· Changing customers trends and markets demands.



After completing my SWOT analysis, I found that my main strengths are my communication and digital skills. These help me work well with others, complete university tasks, and support my future goal of running a successful business.

My main weakness is my confidence when speaking in front of large groups. However, I am improving by practising presentations, taking part in class discussions, and building my confidence through experience.

My SWOT analysis helped me understand my current skills and areas for improvement. My main strengths are communication and digital skills, which help me work effectively with others and complete university tasks. These skills are also useful for developing my TikTok Shop and promoting products online.
One of my main weaknesses is confidence when speaking in front of large groups. I am working on this by practising presentations, participating in class discussions, and gaining more experience.

Evidence of Readiness 
I feel that I am ready to move forward with my career because my Level 4 coursework and good grades show the progress I have made in my studies. During my course, I have developed important skills such as communication, teamwork, problem-solving, and digital skills. My coursework and presentations have also given me more experience in working with others and sharing my ideas.
My CV provides evidence of my previous work experience and the skills I have gained from different jobs. I have also been applying for jobs because I want to gain more experience and develop myself professionally. Another important part of my development is my TikTok Shop business plan, which shows my interest in starting and managing my own clothing business in the future.
I have also taken part in university activities, workshops, and learning opportunities that have helped me improve my confidence and knowledge. Certificates, completed training, and other evidence can further show the skills I have developed. Overall, these experiences have helped prepare me for my future career and have made me more confident about achieving my goals.

Task 3 
Employability Goals 

Complete my Level 4 CertHE of Business skills for the work place degree with good grades.

• Gain work experience through internships or part-time jobs.
• Develop my leadership and teamwork skills.
• Build my digital marketing and business knowledge.
• Start and grow my TikTok Shop clothing business.
• Secure a graduate job in international business.



Personal Development Plan 
A Personal Development Plan (PDP) helps me set clear goals, improve my skills and track my progress. It is important because it keeps me organised and focused on my studies, career and future business goals. It also helps me identify areas where I need to improve and plan the steps I need to take to achieve my goals (CIPD, 2026).
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	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  
 
 
 
	 1 completed level 4with good grades 
2 gain part time work experience 
3 improve digital skills marketing 
 

	 1 continue my business degree.
2 develop leadership and teamwork 
3 grow my Tik Tok shop.

 
	1 complete my degree.
2 secure a graduate job.
3 grow my clothing business.

	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: The key skills that I need to develop are time-management to complete tasks on time. In addition, writing skills
   
Goal 2:  learn more about digital marketing and social media.


	 Develop leadership and teamwork skills.
 
	 Improve my business management ands leadership skills.
 

	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: create to do list and plan my study each week 



Goal 2: practise digital marketing and learn how tik tok works.
	 Take part in in group projects and develop my leadership skills.


Gain work experience through part time job or internship. 

	 Apply graduate jobs and prepare for interview.



Expand my tik tok clothing business and increase sales.
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