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Task 1 
For this task, I looked at two HR job adverts: an HR Business Partner role at Cedar and an In-House Recruitment Consultant role at Trade Mastermind. Even though both are in Human Resources, they are quite different in terms of level and day-to-day responsibilities.

The HR Business Partner role is a more senior position and is mainly focused on broader organisational issues. It involves things like managing relationships with trade unions, supporting restructures, handling employee relations problems, and making sure the company follows UK employment law. A big part of the job is also working with senior managers and giving advice that supports business decisions. They also use workforce data to help identify risks and improve HR processes. Overall, this role is more strategic and requires experience, confidence, and strong knowledge of employment law and organisational change. This shows that the role has a strong impact on organisational performance, as effective HR strategies can improve employee satisfaction and reduce workplace conflicts. According to the Chartered Institute of Personnel and Development (CIPD, 2022), HR Business Partners play a key role in aligning people management strategies with organisational goals, which highlights the strategic importance of this role within modern organisations.

On the other hand, the In-House Recruitment Consultant role is more focused on hiring and recruitment activities within the company. The job includes managing the full recruitment process, working with managers to understand what type of candidates they need, writing job adverts, finding candidates, and organising interviews and job offers. Although it still involves working with different teams, it is more about day-to-day recruitment tasks rather than wider HR strategy. However, this role is still important for business success, as hiring the right employees can improve productivity and reduce staff turnover. Poor recruitment decisions can negatively affect team performance and increase costs for the organisation. This reflects the importance of effective recruitment practices, as highlighted by CIPD (2022), which emphasises that selecting suitable candidates contributes directly to organisational performance and long-term success.

When comparing both roles, there are some similarities. Both require good communication skills because you are constantly dealing with people, whether that is managers, employees, or candidates. They also both need organisation skills and the ability to handle multiple tasks at the same time. Another similarity is stakeholder management, since both roles involve working closely with different people across the organisation.

However, the main difference is the level of responsibility and focus. The HR Business Partner is more strategic and involved in decision-making, while the Recruitment Consultant is more focused on practical hiring processes. The Business Partner also needs stronger knowledge of employment law and industrial relations, whereas the Recruitment role focuses more on sourcing and selection techniques.

The most important shared skill is communication. Armstrong (2020) explains that communication is essential in HR because it helps build trust and avoids misunderstandings in the workplace. This is especially important in situations such as employee conflicts or recruitment processes, where poor communication can lead to misunderstandings or dissatisfaction. Effective communication helps resolve issues more quickly and supports a positive working environment. Furthermore, effective communication contributes to employee engagement and organisational commitment, which are key factors in overall business performance (CIPD, 2022).

Overall, both roles are important in HR but serve different purposes. One is focused on long-term strategy and employee relations, while the other is focused on hiring the right people for the organisation.
Task 2 
A SWOT analysis is a useful tool for identifying personal strengths, weaknesses, opportunities and threats. It helps individuals reflect on their current situation and understand what they need to develop for future employability, especially in areas such as Human Resources, where interpersonal skills and organisation are essential. Using this tool also supports self-awareness, which is considered an important part of employability development. According to Mind Tools (2023), SWOT analysis supports structured self-evaluation and helps individuals identify areas for improvement in a systematic way.










	Strengths -  One of my main strengths is communication. I consider myself a friendly and open person, and I find it easy to interact with others in different environments. I enjoy working with people and building positive relationships, which is important in HR because the role involves constant contact with employees, managers and candidates. Effective communication is essential in HR as it helps prevent misunderstandings, supports conflict resolution, and builds trust within organisations, which can improve employee satisfaction and teamwork.
Another strength is teamwork. I am able to work well in groups and I like collaborating with others to achieve shared goals. During my studies, I have taken part in group assignments where I needed to listen to different opinions, contribute ideas and help the group stay organised. These experiences helped me understand the importance of cooperation and respect in team environments. In HR roles, teamwork is important because professionals often work across departments, and collaboration helps ensure that HR practices align with organisational needs.
This reflects the importance of collaborative working, which is identified by CIPD (2022) as a key behaviour for HR professionals.
Organisation is also one of my strong points. I prefer to keep tasks structured and planned, especially when dealing with deadlines or multiple responsibilities at the same time. This helps me stay focused and complete my work efficiently. In addition, I have previous administrative experience, which has helped me develop a good understanding of workplace routines, confidentiality and professional communication. This is particularly relevant in HR, where accuracy and confidentiality are critical when handling employee data and documentation. Being organised can reduce errors and improve efficiency in HR processes. Being organised is essential in HR roles where attention to detail and accuracy are required (Armstrong, 2020).
	Weaknesses - One of my main weaknesses is anxiety, especially in formal situations such as presentations or speaking in front of groups. Although I have improved over time, I still feel nervous and I need to build more confidence in this area. This can affect my future HR role, as clear and confident communication is important when dealing with employees and management, particularly in sensitive situations such as conflict resolution.
Another weakness is my limited experience in the UK Human Resources job market. While I have previous administrative experience in my home country, I am still learning how HR processes work in the UK and how organisations operate in this context. This may limit my employability in the short term, as employers often expect knowledge of UK employment practices and legislation. This is particularly important because HR practices are influenced by local laws and organisational culture within the UK (CIPD, 2022).
My academic English, especially when it comes to formal writing and professional vocabulary, is also something I need to continue improving. Sometimes I find it challenging to express complex ideas clearly in an academic style. This is important because effective written communication is essential in HR for writing reports, policies, and professional emails.
Strong written communication is a key requirement in HR roles (Armstrong, 2020).
I also feel that I need more practical HR experience, particularly in areas such as recruitment and employee relations. These weaknesses are not barriers, but they show where I need to develop further to become more confident and employable.


	Opportunities -  My current degree in Business Skills provides me with a strong opportunity to develop both academic knowledge and employability skills. Through my course, I am improving communication, teamwork and organisation in a structured learning environment. This supports the development of transferable skills, which are highly valued by employers across different industries.
There are also many opportunities outside university, such as online courses, workshops and internships. These can help me gain practical HR knowledge and understand how organisations work in real life. Engaging in these opportunities can improve my employability by developing both theoretical knowledge and practical experience. Continuous professional development is strongly encouraged in HR careers (CIPD, 2022).
Volunteering or part-time work in administrative roles could also be very useful for developing confidence and gaining experience in professional environments. These opportunities are important because they can help me connect theory with practice and prepare me for future HR roles in the UK job market. 
 
 
 
 
 
 
 
	Threats  - One of the main threats is competition in the HR job market, especially for entry-level positions. Many candidates apply for similar roles, which makes it more challenging to stand out. This means I need to continuously develop my skills and gain experience to remain competitive. This reflects the competitive nature of the current labour market (CIPD, 2022).
Another challenge is the need for UK-specific HR knowledge and experience. Employers often prefer candidates who already understand local employment practices and legislation. Economic changes and job market instability can also affect employment opportunities, making it harder to secure stable positions in HR at certain times.





Evidence of Readiness 
I am starting to build the skills I need to work in Human Resources in the future. At the moment, I am studying a Business Skills degree at the University of Wales Trinity Saint David, and this is helping me improve both my knowledge and some practical skills. During my course, group work has helped me a lot. I’ve worked with different people, and this showed me that everyone has different ideas and ways of thinking. Because of that, I’ve learned how to listen more and also how to explain my ideas better. At first I didn’t feel very confident speaking in front of others, but now I feel a bit more comfortable, even if I still get nervous sometimes.
I’ve also improved my organisation and time management. It’s not always easy to deal with different assignments at the same time, but I’m learning how to plan things better and not leave everything for the last minute. These skills are important for employability, as employers value individuals who can manage their time effectively and work under pressure.
I also have some administrative experience. At Messias Distribuição Eireli, I helped with payroll tasks, organised employee documents and did some general office work. This helped me understand how important it is to keep things organised and also to respect confidentiality, especially when dealing with employee information. This experience is directly relevant to HR roles, as it demonstrates practical understanding of administrative processes and professional responsibility.
I also had experience in educational environments, where I worked with different people and followed routines. This helped me become more responsible and understand how to behave in a more professional way.
Through my studies, I’m also starting to understand more about HR, like recruitment and employee relations. Before, I didn’t really know much about these areas, but now I can see how they are used in real companies. My lecturers have given me positive feedback, especially about how I participate and work in groups. This made me feel more confident, even though I know I still need to improve, mainly when speaking in more formal situations.
Overall, I know I don’t have HR experience in the UK yet, but I feel like I’m moving in the right direction and building a good base to start in a role like HR Assistant.
Career Goal
My goal is to work in Human Resources in the UK. I would like to start as an HR Assistant so I can gain experience and understand the role better. In the future, I hope to move into more advanced roles, like HR Business Partner. I know this will take time, but I’m willing to keep learning and improving step by step.


Task 3 
Employability Goals 
In the future I have a range of goals I would like to achieve. The objectives I set come from the weaknesses I identified in my SWOT analysis, especially feeling nervous when speaking in formal situations, having limited experience in the UK HR job market, and needing to improve both my academic English and my practical understanding of Human Resources. Setting these goals is important because it allows me to focus on specific areas for development and improve my overall employability.
In the short term, my focus is on becoming more confident when speaking in class, mainly during presentations and group discussions. I know communication is a big part of HR, so I need to push myself a bit more instead of avoiding speaking when I feel nervous. I think the more I practise, the more natural it will start to feel. For example, I will aim to participate at least once in every class discussion and take part in presentations to gradually build my confidence.
I also want to improve my academic English, especially writing. I will try to take more notice of the feedback I get from lecturers and use it to improve my assignments, especially vocabulary and sentence structure, so my work sounds clearer and more professional. I will measure this progress by aiming to achieve higher grades in my written assignments and reducing feedback related to language errors.
Another important goal for me is to gain some real experience in HR or administrative work in the UK. At the moment, I feel I don’t have enough exposure to how things work in practice, so I need to change that. I plan to apply for internships, part-time jobs, or volunteering roles, and also try to learn more about UK employment law and HR practice through online courses. This will help me develop practical skills and improve my chances of employment in a competitive job market.
To keep myself on track, I have put all of this into a Personal Development Plan (PDP), which helps me stay focused on what I need to improve and the steps I should take. A PDP is important because it provides a clear structure, including timelines and actions, which supports continuous personal and professional development.
Overall, I see this as a gradual process. I know I still have a lot to learn, but I can already see small improvements, and I just want to keep building on that step by step in the future as I continue to progress further professionally.



Personal Development Plan 
A Personal Development Plan (PDP) is basically a way to set personal goals and plan how to achieve them step by step. It helps me understand what skills I need to improve and what actions I should take to reach my career goals. In my case, it is especially useful because I want to work in Human Resources, but I know I still need to build experience and develop some key skills. It also allows me to monitor my progress and evaluate whether I am achieving my goals over time.





	 
	Short-Term Time Frame
goals (3–6 months):
Become more confident when speaking, especially during presentations and group discussions
Improve my grades and performance in assignments
Build a better understanding of HR topics like recruitment and employee relations
Improve my academic English, especially writing skills
I will measure this by participating more in class, completing assignments on time, and reviewing feedback from lecturers.
	Mid-Term Time Frame  goals (6 months–2 years): Get an internship, volunteering role, or part-time job related to HR or administration
Learn more about UK employment law and how HR works in practice
Keep improving my communication and teamwork skills in real working environments
Progress will be measured by successfully gaining work experience and applying my knowledge in practical situations.
 

	Long-Term Time Frame  goals (2–3 years):
 Successfully graduate from my course
Get an entry-level job in Human Resources, such as an HR Assistant role
Continue gaining experience and developing professionally to progress in my career
Achievement will be measured by securing employment in HR and progressing in my role over time.

	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  
 
 
 
	I want to become more confident when speaking, especially in presentations and group discussions in the next 3–6 months. I want to improve my grades and performance in assignments in the next 3–6 months.
I want to build a better understanding of HR topics like recruitment and employee relations in the next 3–6 months.
I want to improve my academic English, especially writing skills, in the next 3–6 months.

	 I want to get an internship, volunteering role, or part-time job related to HR or administration in the next 6 months–2 years. 
I want to learn more about UK employment law and how HR .works in practice in the next 6 months–2 years.
I want to keep improving my communication and teamwork skills in real work environments in the next 6 months–2 years.
	I want to successfully graduate from my course in the next 2–3 years.
I want to get an entry-level job in Human Resources, such as an HR Assistant role, in the next 2–3 years.
I want to continue gaining experience and developing professionally to progress in my HR career in the next 2–3 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  
 
 
 
	 Short-term 
 I want to learn more about recruitment processes in my course and how companies recruit new employees. Start understanding employee relations and how situations are managed in the workplace, especially during group work activities. 
	 Mid-term
 Improve knowledge of HR systems and how they are used in real organisations.
Learn more about UK employment law and why it is important in HR practice.
 
	 Long-term 
 I hope to gain practical experience through internships or part-time jobs in HR. I also want to develop my skills further by applying what I learn in real work situations and future placements.

	
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
	1- I will take HR-related courses to improve my knowledge and prepare for a career in this area. I also want to look for opportunities such as internships or part-time jobs in HR to gain real experience.
	2-I will continue using what I learn in university to support my development, and I will also study online materials to better understand HR topics.
3-I want to improve my communication skills by practising more in group work, presentations, and any work experience opportunities.
	Exact Timing - Next 3 months: Finish my course and focus on improving communication and using university resources.
Next 6–12 months: Apply for internships or part-time jobs and start learning more through online HR courses.
Next 2–3 years: Gain experience in HR and aim to start a full-time job in the field.
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