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Task 1: Comparison of Job Adverts
For this task, I compared four job adverts for the role of Business Administrator. These adverts came from different sectors, including a private company, a public organisation, a corporate employer, and a non‑profit organisation. The aim was to identify the main skills and knowledge required for this profession and to see what similarities appear across the adverts.
One of the most common requirements mentioned in all four adverts is strong communication skills. Employers expect candidates to communicate clearly in writing and verbally, especially when dealing with colleagues, customers, and external partners. Another key skill that appears in every advert is good organisational and time‑management ability. Business Administrators often handle several tasks at the same time, so being able to prioritise and meet deadlines is essential.
IT skills are also highlighted in all adverts. Most employers expect applicants to be confident using Microsoft Office, especially Word, Excel, and Outlook. They also want people who can keep accurate digital records. Attention to detail is another important requirement, as administrative work often involves handling documents, data, and schedules where accuracy matters.
Teamwork and interpersonal skills are also mentioned frequently. Employers want someone who can work well with others, but who can also use their initiative when needed. A basic understanding of business operations, customer service, and confidentiality procedures is also expected.
Overall, the comparison shows that Business Administration roles require a mix of communication, organisational, technical, and interpersonal skills. These shared requirements suggest that the core competencies for this profession remain similar across different sectors.

Task 2: Self‑Assessment and Evidence of Readiness
To understand my employability skills better, I completed a self‑assessment using the SWOT analysis framework. This helped me identify my strengths, weaknesses, opportunities, and areas where I need to improve for a future career in Business Administration.
One of my main strengths is my ability to stay organised and manage my time well. During my studies, I have always tried to meet deadlines and balance different modules at the same time. I also feel confident in my written and verbal communication skills, which I have developed through presentations, group work, and coursework. Another strength is my IT knowledge, especially using Microsoft Word and Excel, which are important tools in administrative work.
However, I also recognise some weaknesses. For example, I do not have much professional experience in an administrative environment. Most of my knowledge is theoretical, and I need more practical experience. Another weakness is that I sometimes feel nervous when presenting information in formal situations.
There are several opportunities that can help me improve these weaknesses. For example, internships, part‑time administrative jobs, and skills workshops can help me gain experience. The university also offers careers fairs and networking events, which can help me connect with employers. Online learning platforms also provide useful courses to develop technical skills.
I can show my readiness for employment through my academic achievements and my participation in group projects. These experiences have helped me develop teamwork, communication, and problem‑solving skills. Volunteering and extracurricular activities have also helped me improve my customer service abilities and professionalism. Feedback from tutors and classmates has described me as reliable, motivated, and willing to learn, which supports my potential for future career development.

Task 3: Employment Goals and Personal Development Plan 
Based on the weaknesses identified in my SWOT analysis, I have set both short‑term and long‑term employment goals. My short‑term goal is to secure an entry‑level Business Administration role or an internship within the next 12 months. This will help me gain practical experience, build confidence, and understand workplace expectations better.
My long‑term goal is to progress into a senior administrative or office management position. I am interested in leadership, organisation, and supporting business operations, so this career path fits my interests. Achieving this goal would also give me more stability and opportunities for professional growth.
To support these goals, I created a Personal Development Plan. One of my actions is to apply for internships, part‑time jobs, or voluntary administrative roles within the next six months. I will measure my progress by looking at how many applications I submit and the feedback I receive from employers.
To improve my technical skills, I plan to complete online courses in Microsoft Excel and data handling within the next three months. I will need access to online learning platforms and regular study time. I will measure my progress by completing the courses and feeling more confident using these tools.
To develop my communication and presentation skills, I aim to participate in workshops and academic presentations throughout the next academic year. Feedback from tutors and classmates will help me see if I am improving. This plan will support my continuous development and help me become more employable.
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