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Introduction
This assignment looks at different job roles and the skills needed for them. It also includes a self-assessment to help me understand my strengths, weaknesses, and areas for improvement. Finally, I set my own short-term and long-term career goals and create a personal development plan. The purpose of this work is to help me become more aware of what employers look for and what I need to do to prepare myself for future employment.

	Job Role
	Communication skills
	Sales/Negotiation
	Customer service
	IT/Admin Skills
	Teamwork
	Organisation skills
	Industry Knowledge

	Estate Agent
	Strong verbal communication; client interaction
	Essential: negotiation, closing deals
	High
	Use CRM systems; property listings
	Yes
	Managing viewings & paperwork
	Property market, legal process

	Customer Service Advisor
	Essential
	Not required
	Very High
	Data entry, call systems
	Yes
	Handling enquiries
	Product/service knowledge

	Sales Executive
	Very important
	Essential target-driven sales
	High
	CRM systems, sales software
	Yes
	Managing customer pipeline
	Sector-specific knowledge

	Office Administrator
	Clear written communication
	Not required
	Medium
	Very strong administrative & IT
	Yes
	Scheduling, record keeping
	Company procedures



I compared four job adverts: Estate Agent, Customer Service Advisor, Sales Executive, and Office Administrator. All four jobs ask for good communication skills, which means talking clearly, listening well, and writing simple, clear messages. This shows that communication is important in almost every business job.
Another skill that appears in most adverts is customer service. Estate Agents, Customer Service Advisors, and Sales Executives all work with customers every day, so they must be friendly, helpful, and patient.
All four jobs also mention the need for organisation and basic IT skills. This includes using email, computer systems, and keeping records or paperwork in order.
The Estate Agent and Sales Executive adverts also mention sales and negotiation skills, which means being confident, convincing customers, and meeting targets. Only the Estate Agent advert includes knowledge of the property market.
Overall, these job adverts show that communication, customer care, and organisation are the most common skills across business roles.
 SWOT Analysis
Strengths
My main strengths are time management and problem solving. I am good at planning my day, organising tasks, and meeting deadlines. I do not leave work until the last minute, and I always make sure I finish my tasks on time. This strength is very important in business roles, especially jobs like Estate Agent, where appointments and paperwork must be managed well.
I am also strong at problem solving. When something goes wrong or a situation becomes difficult, I stay calm and think of different ways to fix the problem. I like finding solutions that work for everyone. This helps in customer service, sales, and business situations where unexpected issues happen often.
I also communicate well with others, work well in a team, and I am always willing to learn new skills.
Weaknesses
One weakness is that I do not have a lot of real experience in a business workplace yet. I sometimes feel unsure when using business software or talking to customers in a professional way. Another weakness is that I want to improve my confidence when speaking to new people or presenting ideas. I also need to learn more about the property industry if I want to become an estate agent.
Opportunities
I have many opportunities to improve. I can take short online courses in customer service, sales, and estate agency basics. I can apply for part-time jobs or volunteering to gain more real experience. My Business Management course also gives me opportunities to build skills like communication, teamwork, administration, and customer service.
Threats
A possible threat is that other people applying for the same jobs may already have experience. Another threat is that some business jobs can be fast-paced and stressful, so I need to make sure I keep improving my confidence and ability to handle pressure.
Evidence of Readiness for Employment 
I am ready to start working and developing my skills because I already have strong time-management and problem-solving abilities. I always plan my tasks, stay organised, and complete work on time. This is important in business roles, especially jobs like Estate Agent, where appointments, clients, and paperwork must be handled carefully.
I also show good problem-solving skills in my daily and college tasks. When something is difficult, I stay calm, think about different options, and find a solution. This shows I can deal with challenges in a responsible way.

I have learned useful skills from my Business Management course, such as communication, basic administration, and understanding how businesses work. These skills will help me in customer-facing roles and in future training.
I am motivated, reliable, and willing to learn, which shows I am ready to grow and move forward in my career.
Short-Term Employment Goals 
Based on my SWOT analysis, I want to improve my confidence, gain some experience, and learn more about the property industry. My first short-term goal is to understand the basics of estate agency work. I want to learn about selling, renting, customer service, and property laws. Another short-term goal is to improve my communication skills, especially when speaking to new people. I also want to find part-time work or volunteering so I can start building real experience.
A short-term goal for my business skills is to learn how to use basic business software and CRM systems, because they are used in estate agency jobs. I also want to feel more confident when dealing with customers, answering questions, and solving simple problems. These goals are important because they will help me feel more prepared and make me a stronger job applicant.
	Short Term Goal
	Timeline
	How I will do it

	Learn basics of estate agency
	3–6 months
	Watch videos, read guides, online courses

	Improve communication confidence
	6 months
	Practice speaking, role-play customer talks

	Get part-time work/volunteering
	3–6 months
	Apply to shops, offices, small businesses

	Improve CRM/IT skills
	3 months
	Online tutorials, practice typing & email



Long-Term Employment Goals 
My long-term goals focus on building a real career in the property sector. My main long-term goal is to become a qualified Estate Agent or Sales Negotiator. To achieve this, I plan to gain experience in customer service or sales jobs first, then apply to estate agencies. Another long-term goal is to develop strong sales skills, including negotiation, confidence, and understanding customer needs.
I also want to improve my knowledge of the property market and possibly complete a professional course in estate agency. Later, I hope to become more independent in my work, handle my own clients, and grow into a senior role. These goals are important because they will help me build a stable career, earn better opportunities, and work in a job I enjoy.
	Long-Term Goal
	Timeline
	How I will do it

	Become an Estate Agent
	3 years
	Apply for trainee roles, gain experience

	Build strong sales skills
	2-3 years
	Practice negotiation, take sales courses

	Learn property laws & market
	1-3 years
	Study online, learn from employers

	Progress to a senior role
	2-3 years
	Gain experience, improve performance


Conclusion
In conclusion, this assignment helped me understand the skills needed in different business-related jobs and allowed me to reflect on my own strengths and areas for improvement. By comparing job adverts, I learned which skills appear the most and why they matter in the workplace. Through my self-assessment, I identified my strong time management and problem-solving abilities, as well as the areas I still need to work on, such as confidence and gaining more experience. Creating my goals and personal development plan showed me the steps I need to take to grow and become more employable. Overall, this work has helped me understand myself better and given me a clear direction for improving my skills and preparing for future career opportunities.





