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Task 1: Select Job Adverts and Identify Key Skills
The core skills and knowledge required for two target roles: a Maternity Nurse in a private home and a General Manager for Michael Harrison Entertainment. By comparing them, I can see what skills are important for each and find common ground, this way I can assess how I could use one of these key skills in my future role of employment.
A Maternity Nurse provides specialised postnatal support, focusing on newborn care, feeding routines, hygiene, comfort, and safety. They play a crucial role in guiding parents through early childcare practices, helping them develop confidence and understand their baby’s needs. This profession demands extensive knowledge of infant health, breastfeeding support, safe‑sleep guidance, and postnatal wellbeing. It also requires discretion, sensitivity, and the ability to work respectfully within a family’s personal environment. Flexibility is essential, as each household has its own routines, expectations, and cultural approaches to parenting. 
In comparison, the General Manager role at Michael Harrison Entertainment centres on leadership within a creative organisational setting. Responsibilities include overseeing production teams, managing budgets, negotiating contracts, coordinating marketing and technical operations, and ensuring the smooth running of daily business activities. Strategic planning, decision‑making, and rapid problem‑solving are vital due to the fast‑paced nature of theatrical productions.
Despite their differences, both roles share several key transferable skills that are valuable across many professional contexts. Strong communication is essential, whether guiding new parents or managing busy production teams. Adaptability helps each professional handle unexpected situations and keep standards high. Problem‑solving is also crucial for working in fast‑changing environments (ASQ, 1946). Professionalism and discretion matter in both roles, especially when dealing with sensitive issues (GeeksforGeeks, 2024). Good organisational skills support the smooth handling of tasks and schedules. Together, these shared abilities show that, despite very different daily duties, both jobs rely on similar interpersonal and behavioural strengths.

Communication is especially significant, as it involves more than simply exchanging information; it requires active listening, empathy, and selecting appropriate channels to ensure clarity and alignment (Simonson & Williams, 2026). For a Maternity Nurse, clear communication helps parents understand essential care techniques, while for a General Manager, it ensures teams remain unified and aware of production goals. In any future role, strong communication skills will be invaluable, supporting positive relationships, reducing misunderstandings, and enabling effective collaboration. Whether explaining complex information, responding to concerns, or producing professional written communication, effective communication remains a fundamental skill that enhances performance across all career paths.

Task 2
A. Self‑Assessment: Problem-Solving as a Strength and Communication as an Area for Development (SWOT Analysis)
A personal SWOT analysis can provide insights based on your personality strengths, foreseeable challenges and present opportunities you can maximize in pursuit of career goals (Chaggan, K., 2021).
Conducting a self‑assessment allows me to reflect on the qualities I bring to my professional roles and identify areas where further development will enhance my effectiveness. Using a SWOT analysis, one of my strongest attributes is problem‑solving. I can assess situations quickly, remain calm under pressure, and identify practical solutions that support the needs of others. In maternity nursing, this strength enables me to respond effectively to unexpected challenges, such as changes in a newborn’s feeding pattern or a parent’s anxiety. In production environments, problem‑solving helps me navigate logistical issues, adapt to last‑minute changes, and maintain smooth operations. This ability to think clearly, act decisively, and remain composed is a key strength that supports my performance across different professional settings.
Alongside my strengths, it is important to recognise areas that require development. Communication is a skill I aim to strengthen, particularly in fast‑paced or high‑stakes environments. While I communicate with compassion and sensitivity, I sometimes prioritise harmony over clarity, which can result in messages being softened or delayed. In leadership roles, especially within production management, communication must be assertive, timely, and precise. Developing this skill will enable me to deliver instructions more confidently, manage conflict more effectively, and ensure expectations are clearly understood by all team members. Improving my communication will also enhance my ability to advocate for the needs of families in maternity care, ensuring information is shared clearly and supportively.
My opportunities for growth lie in environments that challenge me to use both my problem‑solving skills and developing communication abilities. Leadership roles in theatre production, for example, offer opportunities to practise assertive communication while applying strategic thinking. Similarly, working closely with families as a maternity nurse provides opportunities to refine my ability to communicate clearly under emotional or sensitive circumstances. Training, mentorship, and reflective practice will support my development in these areas.
Finally, I acknowledge potential threats that may impact my progress. High‑pressure environments can intensify communication challenges, and without continued development, misunderstandings or delays could affect team coordination or client confidence. Additionally, balancing multiple responsibilities may test my organisational capacity, making it essential to maintain strong time‑management strategies.
Overall, this SWOT analysis highlights that while problem‑solving is a significant strength, communication remains a key area for development. Strengthening this skill will enhance my effectiveness, confidence, and leadership potential across all future roles.







B. Evidence of Readiness for Employability and Personal Advancement
My readiness for employment and continued personal development is demonstrated through a combination of academic achievement, hands‑on experience, and a sustained commitment to building the skills required for both my present responsibilities and long‑term career ambitions. I have consistently sought learning opportunities that deepen my practical abilities, broaden my theoretical understanding, and reinforce my confidence when approaching new challenges or stepping into leadership roles.
In terms of academic progress, I am currently undertaking the CertHE Business Skills for the Workplace, a programme that is equipping me with essential knowledge in organisational behaviour, leadership, communication, and strategic decision‑making. These areas directly support my progression into positions that demand structured planning, effective coordination, and strong analytical judgement. The course has enhanced my understanding of workplace systems and team dynamics, enabling me to navigate professional situations with greater clarity and a more informed perspective. This qualification is providing a solid foundation for roles that require confident leadership, problem‑solving, and the ability to manage complex tasks.
Before beginning this programme, I completed TEFL training, which strengthened my capacity to communicate information clearly, adapt to diverse learning needs, and engage effectively across cultural contexts. TEFL developed instructional skills that are highly relevant in both childcare and theatre production environments, particularly when guiding individuals or groups. It also increased my confidence in leading sessions, offering structured support, and adjusting my communication style to suit varied audiences.
Additionally, I have completed several childcare and specialist training courses, including newborn care, child development, and supporting children with additional needs such as Angelman Syndrome and Asperger Syndrome. These qualifications highlight my preparedness for roles requiring empathy, patience, and specialist knowledge. They also reflect my commitment to safeguarding, inclusive practice, and high‑quality care—qualities essential for maternity nursing and family support work.
Professionally, my experience as a maternity nurse and production manager demonstrates my ability to apply learning effectively in real‑world contexts. I have coordinated teams, supported families, managed schedules, and upheld high standards of safety and professionalism. These roles have strengthened my resilience, adaptability, and ability to remain composed under pressure.
Collectively, my academic achievements and professional background provide strong evidence of my readiness for employment and ongoing personal growth. I have developed a balanced combination of practical skills, theoretical knowledge, and reflective practice that prepares me to advance confidently in both childcare and theatre production fields.

Task 3
A. Set Employment Goals 
Based on my SWOT analysis, I have identified communication as the key area requiring development, and this forms the foundation of my short‑term and long‑term employment goals. In the short term (3 months), my goal is to strengthen my confidence and clarity in both verbal and written communication, particularly in fast‑paced environments. This includes improving assertiveness, delivering instructions more precisely, and engaging more effectively in team discussions. These improvements will support my immediate employability in roles such as maternity nurse and production manager, where clear communication directly affects safety, coordination, and team cohesion.
My long‑term goal (6 months) is to progress into senior leadership roles where communication is central to decision‑making, conflict resolution, and organisational planning. Developing this skill will allow me to lead teams with greater authority, advocate for resources, and represent organisations professionally. These goals align with my broader career aspirations of advancing within childcare and theatre production while becoming a more confident, impactful leader.
B. Personal Development Plan 
[bookmark: OLE_LINK3]Personal development plan is plan intended to develop skills that are important to the work life (Morgan, 2024). 
To strengthen my communication skills, I will follow a structured development plan over the next six months. In the first three months, I will complete short courses in assertiveness, professional communication, and active listening to build confidence and improve clarity. I will apply these techniques during my CertHE Business Skills programme, using tutor feedback to refine my communication style. Over the following three months, I will begin using structured communication tools such as SBAR, briefing and debriefing formats, and written clarity checklists in both academic and workplace settings. To support this, I will access online workshops, seek guidance from workplace mentors, and maintain a reflective journal to monitor progress. My development will be measured through self‑evaluation, feedback from colleagues and tutors, and noticeable improvements in how effectively I deliver instructions, manage discussions, and handle challenging conversations. This plan will help me communicate more confidently and professionally in future roles.
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