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Task 1: Compare Job Advert  

Teacher and Head Teacher 

The roles of a teacher and a head teacher are both essential within the school system, yet 
the skills required for each position differ significantly in scope, responsibility, and 
influence. A teacher’s primary responsibility is to facilitate learning in the classroom, and 
this demands a strong set of instructional, interpersonal, and organizational skills. 
Teachers must be able to plan lessons that align with the curriculum, deliver content 
clearly, and use a variety of teaching methods to meet the diverse needs of students. 
Effective classroom management is crucial, as teachers must create an environment that 
is orderly, safe, and conducive to learning. They also need strong communication skills to 
explain concepts, provide feedback, and build positive relationships with students. 
Assessment skills are equally important, as teachers must evaluate student progress 
through tests, assignments, and observations, using the results to adjust their teaching 
strategies. Beyond academics, teachers support students’ emotional and social 
development, requiring patience, empathy, and the ability to respond to individual 
challenges. In contrast, the role of a head teacher extends far beyond classroom 
instruction and requires a broader and more complex skill set. A head teacher is the leader 
of the school, responsible for ensuring that the entire institution functions effectively. This 
demands strong leadership and management skills, as head teachers supervise staff, 
coordinate school activities, and make decisions that affect the whole school community. 
They must be skilled administrators, capable of managing budgets, resources, timetables, 
and school records. Instructional leadership is another key skill, as head teachers monitor 
teaching quality, mentor teachers, and promote professional development. They must also 
interpret and implement educational policies, ensuring that the school meets national 
standards and follows regulations. Conflict resolution and communication skills are 
essential, as head teachers frequently interact with teachers, parents, students, and 
community stakeholders. Furthermore, they engage in long‑term planning, setting goals for 
school improvement, and using data to guide decision‑making. While teachers focus on 
the learning of individual students, head teachers shape the overall direction, culture, and 
performance of the school. Together, their complementary skills ensure that students 
receive high‑quality education within a well‑managed and supportive environment. 



 

 

 

Task 2: 

Self-assessment 

Strength 

When I completed my SWOT self‑assessment, I realised how important it is to understand 
my own abilities and the areas I still need to develop. Self‑assessment helps people reflect 
on their skills and plan their growth (Cottrell, 2015), and doing this has helped me 
understand myself much better. 

One of my biggest strengths is communication. I have developed this through 
customer‑facing roles, volunteering, and office work. Communication is one of the most 
important employability skills (National Careers Service, 2023), and I use it every time I 
speak to customers, answer phone calls, or support staff. I also see reliability as a major 
strength. I always try to complete tasks on time and to a good standard, and employers 
value this kind of professionalism (ACAS, 2022). I am also friendly and approachable, 
which helps me build positive relationships with others and makes teamwork easier. 

My volunteering experiences have helped me grow a lot. When I volunteered in a café, I 
learned how to speak confidently with customers and stay calm during busy times. 
Customer‑facing roles help people build interpersonal skills and adaptability (Skills 
Builder, 2022). I also volunteered at a library, helping children with reading and supporting 
staff. This taught me patience, teamwork, and responsibility. Volunteering is known to 
improve empathy and social awareness (NCVO, 2021), and I feel these experiences have 
helped me become more understanding and confident. These roles also helped me realise 
that I enjoy helping others and working in environments where communication is 
important. 

 

Weaknesses 

Even though I have many strengths, I also identified the weaknesses I need to work on. One 
of these is confidence, especially when I am in new situations or speaking in front of 



others. Confidence usually grows through experience and practice (MindTools, 2022), so I 
know this is something I can improve over time. Sometimes I hesitate to share my ideas, 
even when I know they could be helpful, and this is something I want to change. 

Another weakness is time management. Sometimes I struggle to balance different tasks at 
once, especially when deadlines are close together. Many students experience this, but it 
can be improved with planning and prioritising (Cottrell, 2019). I also want to improve my 
digital skills, especially with software and data. Digital literacy is becoming essential in 
almost every job (World Economic Forum, 2023), so developing these skills will help me in 
the future. I sometimes feel unsure when using new digital tools, so building confidence in 
this area is important for my career. 

 

Opportunities  

There are many opportunities available to help me grow. My college offers workshops, 
training sessions, and career support that can help me build confidence, improve my time 
management, and strengthen my digital skills. I also have opportunities to gain more 
experience through part‑time work, volunteering, and internships. These experiences allow 
me to apply what I learn in real situations and build a stronger CV. 

Networking is another opportunity. Career fairs and employer events help me meet 
professionals and learn about different career paths. Networking is known to be a powerful 
tool for career development (Forbes, 2022). Online learning platforms also give me the 
chance to learn new skills at my own pace, especially digital and communication skills. 
These opportunities make me feel more hopeful about my future because they show that 
there are many ways for me to grow and improve. 

 

Threats 

There are also threats that could affect my progress. The job market is competitive, and 
many roles require experience that I am still building. Technology is changing quickly, so I 
need to keep updating my skills to stay relevant. Personal challenges like stress, low 
confidence, or lack of motivation could also affect my development. External factors, such 
as economic changes or fewer job openings, may also impact opportunities. Being aware 
of these threats helps me prepare and stay focused, rather than feeling discouraged. 



Evidence of Readiness 

I can show my readiness for employment through my academic work, volunteering, and job 
experience. In my studies, I have shown that I can stay organised, meet deadlines, and 
work well both independently and in groups. Group projects have helped me improve my 
teamwork and communication, while independent assignments have strengthened my 
problem‑solving skills. Academic success is often linked to employability because it 
shows motivation and the ability to learn (Cottrell, 2015). 

My work experience also shows that I am ready for employment. In the café, I learned how 
to work under pressure and communicate clearly with customers. In the library, I showed 
responsibility and patience while helping children and staff. My office‑based role helped 
me develop organisational skills, confidence, and professionalism. These experiences 
match what employers look for, such as teamwork, adaptability, and communication 
(Prospects, 2023). They also show that I can manage responsibilities independently and 
contribute positively to the workplace. 

I have also received positive feedback from teachers, supervisors, and peers. They often 
describe me as hardworking, friendly, and a good team player. These qualities, combined 
with my practical experience, show that I am developing the right skills and attitude for 
future employment. I feel that my experiences have prepared me well for the next steps in 
my career, and I am motivated to continue improving. 

Overall, my self‑assessment shows that I have a strong foundation, and with continued 
development, I feel confident about progressing in my chosen career. I know that by 
working on my weaknesses and taking advantage of the opportunities available to me, I 
can continue to grow both personally and professionally. 

 

Task 3:  

Set Employment Goals  

Based on the weaknesses I identified in my SWOT analysis, I have set both short‑term and 
long‑term employment goals to help me improve and prepare for my future career. One of 
my short‑term goals is to build my confidence, especially when speaking in new situations 
or sharing my ideas. Confidence is important because it helps me communicate better and 
take on new responsibilities (MindTools, 2022). I aim to improve this over the next six 
months by practicing regularly and putting myself in situations that challenge me. 



Another short‑term goal is to strengthen my time‑management skills. Good time 
management is essential for meeting deadlines and reducing stress (Cottrell, 2019). I want 
to improve this within the next eight weeks by using planning tools and organising my tasks 
more effectively. I also want to develop my digital skills, as digital literacy is becoming 
increasingly important in almost every job (World Economic Forum, 2023). My goal is to 
improve these skills over the next twelve months by completing online courses and 
practicing new software. 

My long‑term goals include securing a stable job in my chosen field, gaining more 
experience, and eventually progressing into a role with more responsibility. These goals 
match my career aspirations of becoming more confident, skilled, and independent in the 
workplace. 

Develop a Personal Development Plan: 

To achieve these goals, I have created a clear personal development plan. To improve my 
confidence, I will attend college workshops, volunteer for small presentations every 4–6 
weeks and ask teachers for feedback. I expect to see progress within six months. 

To improve my time management, I will use a daily planner, break tasks into smaller steps, 
and review my progress every Sunday for the next eight weeks. I will measure improvement 
by how well I meet deadlines. 

To strengthen my digital skills, I will complete at least three online courses over the next 
twelve months and practice using new software weekly. I will measure progress through 
certificates and increased confidence using digital tools. 
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