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Assignment Title: Portfolio of Written Tasks
Select Job Adverts and Identify Key Skills

	I have selected two professional London-based roles: Audio Visual – Duty Onsite Event Technician at proAV Ltd and Senior Acquisition Marketing Officer (Legacies) at THE BROOKE. While these roles operate in different sectors, analysing them reveals shared core employability skills alongside distinct role-specific knowledge and abilities.

	Comparison of key skills and knowledge


Table

	Area
	Audio Visual Event Technician
	Senior Acquisition Marketing Officer

	Common core skills
	Excellent verbal & written communication; strong organisation & time management; ability to work calmly under pressure & meet strict deadlines; client/customer-focused attitude; ability to build positive working relationships with all stakeholders; adaptability & practical problem-solving
	Excellent verbal & written communication; strong organisation & time management; ability to work calmly under pressure & meet strict deadlines; supporter/client-focused attitude; ability to build positive working relationships with colleagues & external partners; adaptability & data-driven problem-solving

	Role-specific knowledge
	Technical understanding of AV systems, audio, video & lighting equipment; knowledge of live/hybrid event logistics & troubleshooting technical faults
	Understanding of multi-channel marketing (TV, digital, print); DRTV campaign experience; data analysis & campaign optimisation; knowledge of charitable fundraising & legacy giving principles

	Role-specific skills
	Hands-on setup & operation of event technology; coordinating with vendors & facilities teams; delivering high-quality client service during live events
	Planning & delivering integrated campaigns; analysing performance data to drive improvements; collaborating with external agencies & internal teams


Across both adverts, effective communication stands out as a fundamental shared skill, alongside organisation, resilience under pressure and a service-focused mindset.
Applying a key skill in my future career

Maina (2013) describes communication in workplace as a crucial skill for managing relationships with colleagues and clients as well as developing goals and customer loyalty. In my future role I will focus on communication which is a transferable skill essential for success in any professional workplace. In my future employment role, clear, respectful and well-timed communication will let me accurately understand client or team requirements, avoid 
	costly misunderstandings and collaborate smoothly with colleagues, suppliers and senior staff. For example, if working in event delivery, I will use active listening to confirm client expectations before an event, and give concise, calm updates to the team if equipment or timelines change. If working in a business or marketing role, I will use clear written communication to share plans and reports, and adjust my speaking style to engage colleagues, partners or stakeholders effectively. Strong communication builds trust, supports teamwork and ensures work is delivered to a high professional standard – directly helping me perform reliably and progress in my career.

	

	 Self-Assessment & Evidence of Readiness for Employability



	SWOT Analysis

	A SWOT analysis is a structured professional tool used to examine internal personal strengths and weaknesses, alongside external opportunities and threats to career development (Cottrell, 2015).


Table
	Strengths (Internal)
	Weaknesses (Internal)

	- Strong organisational ability: I plan assessment tasks at university and programme content and slots for radio shows systematically. I prioritise work effectively and consistently meet set deadlines.
- Positive interpersonal skills: I am approachable, listen actively and communicate politely with people at all levels, building cooperative working relationships quickly. This is especially important in my work as a radio presenter because I am able to build strong relationships with my audience.
- Resilient under pressure: I stay calm and focused during busy periods or unexpected changes, adapting my approach to keep work on track.
- Reliable & committed: I take personal responsibility for assigned tasks, follow instructions carefully and show a consistent willingness to learn new skills.
- Practical work experience: I have worked in service-focused roles over a long period, developing real-world customer service and teamwork experience.
	- Limited specialist technical knowledge: I lack advanced technical training in professional AV technology or marketing data analysis software. This leaves me at a disadvantage because this technology is used nowadays by professionals to create innovative content
- Low confidence in independent decision-making: I often prefer to seek guidance from supervisors or tutors rather than making autonomous choices in unfamiliar situations. This means I may be overly reliant on others for guidance and completing assessments and it takes away from my ability to be an independent learner
- Limited leadership experience: I have contributed well as part of a team but have rarely led group tasks or coordinated the work of others. So, I feel that I lack leadership experience in an educational context
- Nervousness in formal presentations: I feel anxious when speaking to large groups or presenting work to senior audiences.

	
	

	Opportunities (External)
	Threats (External)

	---
	---

	- Access to short professional training courses, workshops and free online learning to build technical and soft skills. These will help me develop my transferable skills like communication and teamwork and leadership.
- Opportunities for work placements, volunteering or part-time roles to gain hands-on experience in events, business or marketing. This will help me work with different people and gain experience of communicating with different audiences respectfully as per the Equality Act 2010
- Mentorship and feedback from tutors, experienced workers or peers to guide my professional growth.
- Continued learning through my university course to develop business planning and critical thinking skills. This will help me develop my existing business further 
	- Competitive job market: Many applicants apply for limited roles, often bringing more years of direct professional experience. I will face intense competition for any job that I apply for
- Rapid technological advancement: New digital tools and systems emerge constantly, requiring continuous learning to stay relevant. I may not be able to keep up pace with such changes
- Economic uncertainty: This may slow recruitment or raise employer expectations of candidate skills and flexibility.
- Evolving workplace demands: Employers increasingly expect candidates to combine core people skills with digital literacy and broad business awareness.

	Evidence of Readiness for Employability

	I have built a strong foundation of transferable professional skills through academic study, long-term work experience, extracurricular involvement and constructive feedback – proving my readiness to enter and progress in the workplace.

	· Academic achievements: Throughout my Certificate-level studies, I produce well-structured assignments, follow academic guidelines and carry out independent research. This demonstrates I can learn new concepts, manage my own workload and work autonomously. These qualities highly valued by employers. I apply critical thinking to coursework, helping me analyse information and solve practical problems in professional contexts.

	· Professional work experience: Over extended time working in customer-facing roles, I developed practical employability skills daily. I resolved customer queries calmly, collaborated closely with colleagues to meet targets, adapted to shifting schedules and maintained a polite, professional manner during busy shifts. This experience mirrors the client-focused service and teamwork 

	· expected in both advertised roles, showing I can deliver consistent, high
	· quality work in active professional environments.

	· Extracurricular contributions: I have volunteered to assist with organising community gatherings and small group activities
	· helping with scheduling
	· coordinating participants and supporting visitors. This built my ability to multitask
	· pay attention to small details and work with others to fix unexpected issues – key practical skills for event coordination or project support roles.

	· Constructive feedback & personal reflection: Tutors
	· peers and former managers have consistently noted I am dependable
	· cooperative and eager to improve. I actively act on feedback – for example
	· refining written work clarity or adjusting my workflow to meet tighter deadlines – showing the growth mindset needed to adapt to workplace feedback and develop professionally.

	While I recognise clear areas to develop further, my consistent work ethic, practical experience and commitment to learning confirm I am prepared to take on workplace responsibilities, contribute positively to an organisation and build toward long
	term career success.




	 Employment Goals & Personal Development Plan




Employment Goals

	My short term and long term goals directly address weaknesses identified in my SWOT analysis, aligning with my career ambition to secure a permanent professional role in business support, event coordination or marketing operations.

	· Short
	· term goals (6–12 months): Build job
	· relevant technical knowledge; grow confidence in making small independent decisions; and gain experience supporting task coordination. These goals matter because they will equip me with practical, job
	· I will develop my understanding of AY technology ready skills, reduce uncertainty in new work environments and help me demonstrate initiative to future employers. I will be able to develop new and innovative content to appeal to my listeners. One such course I have found is at UCL entitled, Radio Frequency Circuits and Devices.  It will run for 1 week in March 2027 and I will complete an assessment which will confirm my progress. I will then apply my learning to producing content for programmes and regularly reflect on my skills development. Feedback from my listeners and producer will also help me track my progress.

	· Long
	· term goals (3–5 years): Develop the confidence to lead small projects or team tasks at level 5 of my studies; improve formal presentation and stakeholder communication skills; and secure a stable professional role where I can take on increasing responsibility. One of the modules I will be studying is Project Management and I aim to take on more of a leadership role so that I can grow in confidence when working with others. These goals align with my desire to progress from supportive team roles to positions with greater autonomy, contribute meaningfully to organisational success and build a sustainable, fulfilling career.




Personal Development Plan
Table



	Area for Development
	Specific Actions
	Timeline
	Required Resources
	Progress Measurement

	Build specialist technical knowledge
	Complete accredited short online courses in event organisation, digital business skills or marketing basics; observe experienced workers in relevant settings
	Within 12 months
	Reputable learning platforms, free industry guides, workplace learning opportunities
	Course completion certificates; successful application of new knowledge to practical tasks

	Boost decision-making confidence
	Take ownership of small independent decisions in study or volunteer work; reflect on outcomes and request targeted feedback
	Ongoing over 9 months
	Feedback from tutors, supervisors or mentors
	Positive feedback on independent choices; growing comfort taking responsibility for small tasks

	Develop coordination & leadership skills
	Volunteer to lead small group assignments; assist with planning community or college activities
	Within 18 months
	Team opportunities, peer collaboration, supervisor guidance
	Successful delivery of coordinated activities; positive feedback from team members

	Improve presentation & public speaking
	Practise short presentations with study peers; join communication workshops to build confidence
	Within 12 months
	Peer support, public speaking workshops, constructive feedback
	Reduced nervousness when presenting; positive feedback on clarity and delivery
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Full job description

Role Overview:

Provide onsite coordination and technical assistance to support and deliver
scheduled events including traditional onsite auditorium, hybrid, and remote
sessions as required.

Key Responsibilities:

« Coordinate event schedules with internal/external clients and vendors

o Attend pre-production meetings

« Direct & manage all technical aspects of live events

* Setup/operation of integrated events spaces including high profile
Auditorium based results presentations and town halls

« Provide a consistent white glove service

* Managing technical logistics alongside facilities and catering

« Ability to provide workarounds in the event of equipment failure

« Work with vendors for AV rentals and staging requirements

« Ability to multi-task, work under pressure and to strict deadlines

o Prepare equipment for future events and meetings as required

» Presentable and able to liaise with senior executives in a calm and
professional manner at all times both face to face and via the telephone
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Senior Acquisition Marketing Officer (Legacies)

Employer
‘THE BROOKE

Locat

Central London, London Bridge (hybrid, 1day/week in office) BROOKE
ACTONFoRWomNG

Salary HORSES AND DONKEYS
£41,500 per annum
Closing date
20 Aug 2026

View more categories P

Brooke worksacross Affica, Asia and Latin America to transform thelives of working animals and the people who depend on
them. Witha new global strategy and ambitious plans for growth, our vision isa world in which working horses, donkeys and
mules are free from suffering. Our mission is to relieve their immediate suffering and create lasting change by working
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them. With a new global strategy and ambitious plans for growth, our vision is a world in which working horses, donkeys and
mules are free from suffering. Our mission is to relieve their inmediate suffering and create lasting change by working
alongside people, communities and organisations.

Joining Brooke, you will help deliver, monitor and improve our new integrated legacy acquisition campaigns across channel:
including TV, digital, radio and print. You will play a key role in growing the number of supporters choosing to leave a gift in
their will, while also supporting broader giving to Brooke. Using insight-led operational activity, you will work closely with
your manager, external agencies and colleagues to drive continuous improvement and create positive supporter
engagement.

‘We are looking for a proactive, positive self-starter with experience of delivering multi-channel campaigns. Highly organised
and comfortable monitoring data, you will use this to inform and identify improvements that enhance supporter experience
and build trust. Your ability to turn strategy into compelling campaigns will help support Brooke’s vital work around the
world. Experience working with DRTV campaigns is essential for this.

At Brooke, we celebrate diversity and the creative new ideas it brings. We actively encourage applications from all
backgrounds, particularly global majority candidates, candidates from a social mobility background, disabled and
neurodiverse candidates, and candidates under 25, as these groups are currently under-represented at Brooke.

‘We know that women and global majority candidates are often less likely to apply for a role if they feel they do not meet
every criterion in the job description. If you meet most of the criteria, we would love to hear from you.

‘We offer a variety of flexible working options to support our staff and help ensure our working practices are as inclusive as
possible.
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Audio Visual - Duty Onsite Event

Technician
15 July by proAV Ltd
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£ Competitive salary ® Permanent, full-time

© London

Apply now Q save




