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Task 1: Compare Job Adverts

Selected Job Adverts:

Business Administrator — Your Learning Voice Ltd (Salary £41,700 — Full time) findajob.dwp.gov.uk
Business Administrator — Ministry of Justice (Salary £32,911–£34,652 — Full time) findajob.dwp.gov.uk
Business Support Administrator — Nazareth Care Charitable Trust (Salary £30,000–£34,000 — Full time) findajob.dwp.gov.uk
Business Systems Administrator — Look Ahead Care (Salary c. £37,500 — Hybrid) https://findajob.dwp.gov.uk/details/17563948

	Skills / Criteria
	Advert 1 – Business Administrator 
	Advert 2 – Business Support Administrator 
	Advert 3 – Business Support Administrator 
	Advert 4 – Business Systems Administrator 

	Communication
	Contact point for team; distributes communications.
	Strong verbal/written skills; good telephone manner; customer-focused.
	Good verbal/written skills; front-desk and reception communication.
	Communicates with stakeholders; first point of contact for system support.

	Administrative
	Maintain records; process requisitions; general admin support.
	Invoicing, payroll support, filing, diary management, data entry, mail handling.
	MS Office, data entry, finance tasks, invoicing, petty cash, documentation.
	Application/system admin, data maintenance, business systems support.

	Teamwork
	Supports managers and staff across the team.
	Works with General Manager and staff; supports reception team.
	Supports General Manager and multiple departments; flexible team role.
	Works within IT/systems team; collaborates with support colleagues.




For this task, I analysed four job adverts from the Find a Job website, all related to administrative roles. These roles were: Business Administrator at Your Learning Voice, Business Administrator at the Ministry of Justice, Business Support Administrator at Nazareth Care Charitable Trust, and Business Systems Administrator at Look Ahead Care. Even though the companies and job titles are slightly different, several skills and knowledge areas appear repeatedly across the four adverts.
One of the most common skills is communication. All the jobs require strong written and verbal communication because administrators deal with emails, phone calls, reports, and daily interactions with staff and external partners. Good communication helps the workplace run smoothly and avoids mistakes.
Another shared requirement is organisation. Each advert mentions tasks such as scheduling, managing documents, supporting meetings, keeping records updated, and prioritising work. This shows that administrative jobs depend heavily on being organised and able to multitask effectively.
IT skills also appear in all four adverts. Employers expect candidates to use Microsoft Office, especially Word, Excel, and Outlook. The Business Systems Administrator role goes further and asks for experience with business software and system support. This suggests that digital confidence is becoming more important in administrative roles, not just basic computer use.
Across the adverts, attention to detail is also highlighted. Administrators often handle information, reports, or financial data. Being accurate is essential to avoid errors that could affect the organisation.
Lastly, another common point is the need for teamwork and the ability to work with different departments. Even though administration might seem like independent work, the adverts show that these professionals support whole teams and contribute to wider organisational goals.
In conclusion, the four adverts make it clear that the key skills for business administration roles include strong communication, organisation, IT competence, teamwork, and attention to detail. These are the core abilities employers expect in this profession.








Task 2: Self-Assessment & Evidence of Readiness

In this section, I reflect on my personal strengths, weaknesses, opportunities, and threats by using a SWOT analysis. This self-assessment allows me to better understand my current abilities and identify areas for development as a Foundation Business student preparing for future employment.
One of my main strengths is that I am a very dedicated and hardworking person. I always try to give my best in everything I do and take my responsibilities seriously. I am motivated and committed to completing tasks to a high standard, whether in academic work or in a professional environment. Another important strength is my willingness to learn. I enjoy developing new skills and I am always open to learning, especially when it helps me improve professionally. In addition, I have strong communication skills and feel confident when interacting with both colleagues and customers. My experience in customer service has helped me become approachable, patient, and able to deal with different types of people in a calm and professional manner.
However, I also recognise that I have some weaknesses. One of my main weaknesses is self-doubt, particularly when I am faced with new challenges or unfamiliar tasks. When learning something new, I can sometimes feel anxious and worry about whether I will perform well. This lack of confidence can occasionally affect how quickly I adapt to new situations. However, I am aware of this weakness and I am actively working to improve it by gaining more experience and pushing myself outside of my comfort zone. Over time, this has helped me feel more confident and independent.
There are many opportunities available to me due to my extensive experience in customer service and hospitality, which I have been working in since the age of 16. I have gained experience in supermarkets as a cashier and shelf replenisher, in retail environments such as Sportzone selling sports clothing and fitness equipment, and in the food industry with companies such as Pans and McDonald’s. These roles have allowed me to develop transferable skills, including teamwork, communication, time management, and problem-solving. My most recent role at H&M further strengthened these skills and helped me improve my ability to work in fast-paced environments.
In addition, I am currently studying Foundation Business Skills at university and will be progressing to Level 5 in February. This provides me with the opportunity to build a strong academic foundation alongside my practical work experience, which increases my employability and professional readiness.
Despite these opportunities, I am aware of some threats. One of the main threats I face is the competitive job market, particularly within the retail and hospitality sectors, where many candidates apply for similar roles. Another challenge is balancing my academic responsibilities with work commitments, which can sometimes be demanding. However, I believe that with effective time management, organisation, and commitment, these challenges can be managed successfully.
Overall, this self-assessment shows that I have developed strong transferable skills through both work and study, while continuing to identify areas for improvement as I progress in my career.

Evidence of Readiness
My academic studies and work experience show that I am developing the skills needed for employment. During my Foundation Business Skills course, I have learned how to manage my time, meet deadlines, and work effectively with others. Group work and class activities have helped me improve my communication skills and become more confident when sharing ideas and working as part of a team.
Alongside my studies, I have gained valuable experience through customer service and hospitality roles, which I have been working in since the age of 16. Working in supermarkets, retail stores, and fast-paced environments such as H&M has helped me become more responsible, adaptable, and confident when dealing with customers. These roles required me to stay organised, work under pressure, and solve problems calmly, which are important skills for any workplace.
I have also received positive feedback from colleagues and supervisors, particularly about my attitude, reliability, and willingness to learn. Overall, these experiences give me confidence that I am prepared to enter the workplace and continue developing my skills as I progress in my studies and future career.













Task 3: Employment Goals and Personal Development Plan

Based on the weaknesses identified in my SWOT analysis, I have reflected on how these areas affect my confidence, learning process and professional development within the retail sector. This reflection has helped me develop a clear set of short-term and long-term career goals that feel realistic and achievable at my current stage. These goals are designed to strengthen my existing abilities, improve confidence in areas where further development is needed, and support my progression into more responsible and skilled roles over time.
One of my main weaknesses is self-doubt, especially when I am introduced to new tasks or unfamiliar environments. At times, this can lead to anxiety and a fear of making mistakes, which may affect my confidence at the beginning of a role. However, recognising this weakness has been an important step in my personal development. It has encouraged me to approach my career more consciously and to set goals that focus not only on employment, but also on confidence building and self-improvement.
My short-term career goal is to secure a part-time or entry-level position within the retail sector while continuing my Foundation Business studies. This goal is important to me because it will allow me to gain further practical experience and apply the customer service and communication skills I have developed through previous roles. Working regularly in a retail environment will help me become more confident when dealing with customers, colleagues and responsibilities. It will also support my ability to manage anxiety by exposing me to real workplace situations in a structured way.
My long-term career goal is to progress into a supervisory or management role within retail. This aligns with my career aspirations, as I enjoy working with people, supporting team performance and contributing to business success. I believe that combining my practical experience with my academic progression into Level 5 will provide me with the knowledge and confidence required to take on greater responsibility. Achieving this goal will also help me develop leadership, decision-making and organisational skills.
To support these employment goals, I have developed a personal development plan focused on addressing self-doubt and improving confidence. Over the next three to six months, I plan to actively participate in university group work, contribute more during discussions and take responsibility for shared tasks. These actions will help me feel more confident expressing my ideas and working as part of a team.
In addition, I aim to secure part-time employment within the next six months to continue developing my professional skills. The resources required to support this plan include university support services, online learning platforms focused on communication and confidence, and regular feedback from tutors and managers. Progress will be measured through self-reflection, feedback received and increased confidence when facing new challenges. Reduced anxiety and improved performance will indicate successful development and readiness for future career progression.

Personal Development Plan (PDP)
	Development Area
	Action Plan
	Timeline
	Resources Needed
	Measurement of Progress

	Confidence Building
	Actively participate in university group work and class discussions
	0–6 months
	University classes, group projects, tutor support
	Increased participation and confidence during group activities

	Anxiety Management
	Secure part-time employment in retail or customer service
	0–6 months
	Job opportunities, workplace training
	Reduced anxiety and improved confidence in workplace situations

	Communication Skills
	Practise communication through customer interactions and academic presentations
	6–12 months
	Work experience, university presentations
	Positive feedback from tutors, managers and customers

	Self-reflection
	Maintain a personal reflection journal and regularly review feedback
	Ongoing
	Reflection journal,
	Improved self-awareness and emotional control
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