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Task 1: Compare Job Adverts
For Task 1, I have compared two current administration job adverts: the Administrator role with PKF Francis Clark in Truro and the Office Admin role with Border Mix Ltd in Dolphinton. Both roles sit within the administration profession, but they are based in different types of organisation. PKF Francis Clark is a large professional services firm that provides accountancy and business advisory services, while Border Mix Ltd is a family-run concrete supplier. This makes the comparison useful because it shows that administrative skills are transferable across different industries.
The PKF Francis Clark Administrator role is more detailed and appears to involve a wider range of responsibilities within a corporate environment. The advert states that the successful candidate will support the operational running of the Business Advisory department, update workforce planning software, assist with financial reporting data and timely billing, prepare letters and document packs, manage client data systems, and support regulatory processes connected to anti-money laundering legislation. This shows that the role requires accuracy, confidentiality, compliance awareness, and the ability to manage several tasks at the same time. The advert also asks for someone who is proactive, efficient, organised, able to work independently and as part of a team, confident with Microsoft packages, and willing to learn specialist software.
The Border Mix Ltd Office Admin role is shorter, but it still gives a clear picture of the skills required. The successful applicant will assist in the daily running of the office for a concrete supply business. The advert highlights excellent computer skills, organisation, and a confident, polite telephone manner. It also mentions that experience with Sage and Aggsmart would be advantageous, although training will be provided. This suggests that the role is likely to involve customer contact, office coordination, record keeping, and use of business software.
One shared skill I have selected is communication. Communication is important in administration because administrators often act as the link between customers, colleagues, managers, and external organisations. If messages are unclear, tasks can be delayed, client information may be misunderstood, and the business can appear unprofessional. Good communication includes speaking politely on the phone, writing clear emails, listening carefully, and adapting language to suit the person being supported. In both roles, strong communication would help build trust, reduce mistakes, and ensure that daily office tasks are completed efficiently.

Common Skills and Knowledge Areas
	Shared skill / knowledge
	Evidence from the adverts
	Why it matters in administration

	Communication
	PKF mentions exceptional communication; Border Mix asks for a confident polite telephone manner.
	Administrators pass information between customers, colleagues and managers.

	Organisation
	Both roles require organised daily work and the ability to manage office tasks.
	Organisation keeps records accurate and prevents missed deadlines.

	IT skills
	PKF lists Microsoft packages and specialist systems; Border Mix asks for excellent computer skills and mentions Sage/Aggsmart.
	Modern office administration depends on accurate use of software and databases.

	Attention to detail
	PKF specifically asks for strong attention to detail and high-quality work.
	Small errors in records, billing or customer information can cause larger problems.

	Time management
	PKF asks for prioritisation and effective time management.
	Administrators often manage several tasks, calls and deadlines at once.

	Willingness to learn
	Both adverts include training or learning new systems.
	Software and workplace procedures change, so administrators must keep developing.
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Task 2: Reflective Self-Assessment
To assess my readiness for employability and personal advancement, I have used a SWOT analysis. This framework helps me reflect honestly on my strengths, weaknesses, opportunities and threats in relation to my chosen profession of administration. It also helps me connect my own skills to the requirements found in the two job adverts. Administration roles require more than simply completing office tasks. They require reliability, accuracy, communication, customer service, organisation, digital confidence and the ability to stay calm when several demands happen at the same time.
My first strength is time management. I am able to plan tasks, work to deadlines and decide what needs to be completed first. This is important because administrative employees often have to balance emails, phone calls, filing, data entry, meetings and requests from different people. If time is not managed properly, work can quickly build up and important information can be missed. My ability to organise my day would help me complete tasks in a structured and professional way.
A second strength is organisation. I like to keep information clear and easy to find, and I understand the importance of following processes. This links strongly to both job adverts because PKF Francis Clark requires someone who can maintain client data systems, prepare documents and support compliance procedures, while Border Mix Ltd requires someone who can assist in the daily running of the office. Organisation would help me manage paperwork, update records, schedule tasks and support colleagues efficiently.
However, I also have areas for development. One weakness is that I have limited direct experience in a formal administration role. Although I have transferable skills such as organisation, time management and working under pressure, I still need more practical office experience. For example, I would benefit from using real workplace filing systems, handling customer enquiries, preparing documents, and learning how different departments communicate with each other.
A second weakness is my need to improve advanced IT skills. I have basic computer skills, but many administration roles require confidence with Microsoft Excel, Outlook, databases and industry-specific software. PKF Francis Clark mentions Microsoft packages and specialist software, while Border Mix Ltd mentions Sage and Aggsmart. To be competitive, I need to strengthen my digital skills and become more confident learning new systems.
There are also opportunities available to help me develop. I can complete online courses in Microsoft Office, Excel, customer service and administration. I can apply for entry-level roles, work experience or voluntary office positions to build practical knowledge. I can also ask for feedback from tutors, managers or colleagues to understand how I can improve. Administration is a strong career choice because it can lead to senior administrator, office manager, HR administrator, finance administrator or operations roles.
The main threats are competition and changing technology. Many people apply for administration jobs, and some may already have more office experience. Also, workplaces increasingly use digital systems, so I must keep learning. If I do not update my skills, I could fall behind other candidates.
Overall, I believe I have a good foundation for employability. My strengths match many requirements from the adverts, especially time management, organisation, professionalism, communication and willingness to learn. My academic work shows that I can meet deadlines, follow instructions and complete tasks independently. My previous experience working under pressure provides evidence that I can cope with busy environments. Feedback on my manners and professional behaviour also supports my readiness for customer-facing office work. I am not yet a finished professional, but I am ready to begin an entry-level administration role and continue developing through training, experience and reflection.
SWOT Analysis Table
	SWOT Area
	Reflection

	Strengths
	Time management, organisation, professionalism under pressure, good manners, respectful communication and willingness to learn.

	Weaknesses
	Limited direct administration experience, need to improve advanced IT skills, and confidence in group speaking or meetings.

	Opportunities
	Online courses, entry-level admin roles, volunteering, work experience, feedback from tutors or mentors, and progression to senior admin or office management.

	Threats
	High competition for admin roles, candidates with more experience, and changing workplace technology.


Evidence of Readiness Table
	Evidence
	Skill demonstrated
	Link to administration

	Academic assignments and deadlines
	Responsibility, planning and independent work
	Shows ability to manage workload and complete tasks accurately.

	Previous experience working under pressure
	Resilience, calmness and problem-solving
	Useful when dealing with urgent requests or busy office periods.

	Strong organisation habits
	Planning and record keeping
	Supports filing, diary management and data handling.

	Positive professional behaviour
	Manners, reliability and respect
	Helps create a good first impression with customers and colleagues.

	Willingness to complete training
	Growth mindset and adaptability
	Important for learning Microsoft Office, Sage, Aggsmart or specialist systems.


Task 3: Employment Goals and Personal Development Plan
Based on the weaknesses identified in my SWOT analysis, I have set clear short-term and long-term employment goals. My first short-term goal is to gain an entry-level administration position within the next 6 to 12 months. This goal is important because my main weakness is limited direct office experience. By working in an administration role, I will be able to practise tasks such as answering calls, updating records, using office software, preparing documents and supporting colleagues. This will help me turn my transferable skills into practical workplace experience.
My long-term goal is to progress into a Senior Administrator or Office Manager role within three to five years. This aligns with my career aspiration because I would like to take on more responsibility, support a team and help improve office systems. I may also choose to specialise in HR administration, finance administration or operations support.
To achieve these goals, I will follow a personal development plan. I will apply for entry-level admin roles each week, complete online IT training, ask for feedback after interviews or work experience, and practise communication through group discussions or presentations. I will measure progress through completed course certificates, improved confidence, interview invitations, job applications submitted, and feedback from employers or tutors. This plan is important because it gives me realistic steps to address weaknesses and move towards a successful administration career.
Employment Goals Table
	Goal type
	Goal
	Why it is important
	Timescale

	Short-term
	Secure an entry-level administration role.
	Build direct office experience and confidence.
	6-12 months

	Short-term
	Improve Microsoft Office and business software skills.
	Meet employer expectations and work more efficiently.
	3 months

	Short-term
	Improve confidence in professional speaking.
	Contribute clearly in meetings and team situations.
	6 months

	Long-term
	Progress to Senior Administrator or Office Manager.
	Take on responsibility and develop a long-term career.
	3-5 years


Personal Development Plan
	Weakness
	Action to take
	Timeline
	Resources needed
	Measure of progress

	Limited direct admin experience
	Apply for entry-level roles, internships or voluntary office experience.
	6-12 months
	CV, job websites, careers support, interview practice.
	Number of applications, interviews gained and feedback received.

	Need stronger IT skills
	Complete Excel, Outlook and Microsoft Office training; practise using spreadsheets.
	3 months
	Online courses, tutorials, practice tasks.
	Certificates completed and improved confidence using software.

	Limited knowledge of business systems
	Research Sage, Aggsmart and general CRM/database systems.
	3-6 months
	Free tutorials, workplace training, employer guidance.
	Ability to explain and use basic system functions.

	Confidence in group communication
	Volunteer for group tasks, practise speaking and ask questions in meetings.
	6 months
	Peer support, tutor feedback, presentation practice.
	Improved feedback and reduced anxiety when speaking.

	High competition from other applicants
	Improve CV, tailor applications and gather references.
	Ongoing
	Careers service, mentor advice, job descriptions.
	More interview invitations and stronger applications.
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We're proudly independent, while collaborating internationally through the PKF Global family of firms. Together we're
the 13th largest provider of accountancy services in the UK, with connections to like-minded advisers in 150 countries.

Your core benefits

Financial wellbeing

* Group personal pension to help you build your future savings through employer and employee contributions

* Group life assurance providing cover up to four times your basic annual salary

* Group income protection available after six months’ service

* Health cash plan giving money back on everyday health costs, with free cover for up to four dependent children (up
to age 24 in full-time education) and the option to add a partner or spouse

Mental wellbeing

* Counselling and emotional support for you and your immediate family
* Virtual GP and second opinion services for you and your immediate family
* Access to trained Mental Health First Aiders for confidential, peer to peer support

Physical wellbeing
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* Discounted membership at gyms, pools and studios across the UK

* Digital health and wellbeing tools available through the employee health cash plan

* Support for colleagues experiencing menopause, as part of our Menopause Workplace Pledge, including webinars
and a dedicated Microsoft Teams channel for ongoing support

Additional benefits

* Family friendly benefits, including enhanced pay, family leave coaching sessions and a parent network

« The option to buy up to five extra days of holiday (pro rata for part-time colleagues) *

* One paid volunteering day each year to support local organisations

« Electric vehicle lease scheme (grade and pay criteria apply) *

* Gifts to mark key career and family milestones

* Expert led webinars on mental, physical and financial wellbeing

* Francis Clark Charitable Foundation, offering support for current and former employees experiencing financial
hardship

* These benefits are provided via a salary exchange and are subject to employee’s post exchange hourly rate
remaining above the national minimum wage

Additional information

Please be aware that the job title used internally may not align exactly with the title displayed in this advert
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Office Admin

Apply for job

Job reference: SE4128

Salary: £29,000 - £33,000 DOE
Closing date: 12/05/2026
Location: Dolphinton *

Employment type: Full Time Permanent

Hours Per Week: Full time, Monday - Friday

Job Description
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Border Mix Ltd are one of Scotland's leading concrete suppliers, for first-class concrete delivery services
across Edinburgh, The Lothians, Dolphinton, Lanarkshire, and the Scottish Borders.

They are a family-run business and a proud member of the Federation of Small Businesses. Integrity,
reliability, and a commitment to quality drives everything they do.

They have an opening for an Office Admin to join the team on a full time basis, assisting in the daily
running of the office.

You will need excellent computer skills, be organised with a confident polite telephone manner.
Experience with Sage and Aggsmart advantageous, but not essential as training will be given.
Interested? Please apply now!

Our reference: SE4128
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Location: Dolphinton, West Linton

Salary: £29,000 - £33,000 DOE

Hours: Full time, Monday - Friday

Contract: Permanent

Benefits: 4 weeks' paid holiday plus Bank Holidays.
Smart Hire are advertising on behalf of Border Mix Ltd

INDSH

Take a look at our Vacancies
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Administrator

PA and admin in Truro
Full Time

In a nutshell

This role is perfect for an outgoing administrator with an interest working in a fast-paced corporate environment. You'll
be joining an efficient, supportive team whose aim is to deliver outstanding value and effective support to the Business
Advisory department. If you enjoy tackling new challenges, managing a variety of tasks simultaneously, and working

with a diverse team, this position will provide you with the perfect opportunity to develop skills and grow professionally.

What vou'll be doina dav to dav
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with a diverse team, this position will provide you with the perfect opportunity to develop skills and grow professionally.

What you'll be doing day to day

* Support the day-to-day operational running of the Business Advisory department

* Update and maintain workforce planning software

* Support the team with financial reporting data and preparation of timely billing

* Delivery of an excellent client service through the provision of a variety of administrative tasks such as preparing
letters and document packs for approval and submission

* Manage the Client journey through regulatory processes in accordance with Anti-Money Laundering Legislation

* Manage client data systems collaboratively with other service lines across the Firm

* Maintenance of quality management and risk compliance procedures

About you

In addition to your background working as an administrator, your exceptional communication skills, and the ability to
adapt to suit the audiences you'll be supporting, you'll add value to the team with these skills:

* Proactive, efficient, organised, and comfortable working both independently and as part of a team




image3.png
PKF Chartered Accountants since 1919 Searchjobs Q —

Francis Clark

About ...  Experienced Trainee accountantjobs ...  Locations ..-  Blog

In addition to your background working as an administrator, your exceptional communication skills, and the ability to
adapt to suit the audiences you'll be supporting, you'll add value to the team with these skills:

Proactive, efficient, organised, and comfortable working both independently and as part of a team

Strong attention to detail and ownership for the delivery of high-quality work

Excellent organisational skills with the ability to use own initiative and have problem-solving skills
Effective time management skills and the ability to prioritise work

Competent at using Microsoft packages and a willingness to learn Audit specific software’s

Why work at PKF Francis Clark

As the largest firm of independent chartered accountants and business advisers in South West England, PKF Francis
Clark offers a wide range of opportunities to develop your career in the way that's right for you.

Established in 1919, we've grown to nearly 1,000 people across offices in Bristol, Exeter, Plymouth, Poole, Salisbury,
Southampton, Taunton, Torquay and Truro. Our size means we can offer ambitious work with exciting clients and a
friendly, supportive culture.

We want you to belong, be yourself and do your best work as part of a forward-thinking team, with a flexible approach
to hybrid working and a strong focus on wellbeing, learning and development.




