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TASK-1 (COMPARE JOB ADVERTS)

I looked at two different job adverts in the business field. The first job is a Human Resources (HR) Assistant, and the second job is a Sales Executive. Both roles help the business run effectively, as HR support employees while sales bring revenue. Without these functions, a business may struggle to succeed.
The HR Assistant role focuses on collaborating with employees. The job advert says that the person will help with recruitment, organise employee records, and support staff. They may also need to use computer systems to manage employee data and keep records accurate and up to date. They also need effective communication skills because they will talk to employees and help solve problems. The job also requires confidentiality because HR staff deal with confidential information.
 The Sales Executive role is quite different. This job focuses on selling products or services and making profit for the company. The advert says the person needs to talk to customers, explain products, and try to increase sales. This means the person needs to be confident, persuasive, and friendly. Sales Executive may also need to build relationships with customers and understands their needs to encourage repeat business, so the person needs to be motivated and able to work under pressure.
 Even though these jobs are different, they also share some important skills. Both roles need effective communication skills. For example, HR Assistants need to communicate with employees clearly, while Sales Executives need to communicate with customers to sell products.
 Another shared skill is teamwork. Both jobs require collaborating with other people in the company. Both of roles may involve overseeing multiple tasks at the same time so being able to prioritise work is particularly important, because both roles involve completing tasks on time and handling different responsibilities.
 In conclusion, the HR Assistant role focuses more on employees and organisation, while the Sales Executive role focuses on customers and sales. However, both roles need persuasive communication, teamwork, and organisation skills. This shows that many business jobs require similar basic skills, even if the roles are different.
TASK -2 Self-Assessment & Evidence 
Self-Assessment (SWOT Analysis) A SWOT analysis helps me understand my skills and areas I need to improve for a career in business. 
Strengths
 One of my strengths is communication. I can share my ideas clearly in class and when working with others. For example, I have taken part in group discussions where I explained my ideas and listened to others. Excellent communication also helps to avoid misunderstandings ensures tasks are completed correctly.
 Another strength is that I am organised. I can manage my time well and complete my work before deadlines. I usually plan my tasks and try to stay focused. It also allows me to balance different subjects and responsibilities.
 I am also a responsible person. I take my studies seriously and try to do my best in all tasks. I am willing to learn new skills and improve myself.
 Weaknesses
 One of my weaknesses is that I do not have much real work experience. I have learned many things in class, but this is important because employers often look for candidates who understand real work environments,
 Another weakness is that I sometimes feel nervous when speaking in front of new people. This can affect my confidence, especially in situations like presentations or interviews. 
I also need to improve some technical skills, such as advanced Excel and professional communication in emails.
 Opportunities 
There are many opportunities for me to improve my skills. I can apply for part-time jobs or internships to gain experience. This will help me understand how businesses work.
 I can also take online courses to improve my knowledge in areas like HR, sales, and business communication. These courses can help me become more confident and skilled.
 Another opportunity is networking. I can create a LinkedIn profile and connect with people who work in business. This can help me learn more about jobs and career paths. 
Threats One threat is competition. Many students are applying for business jobs, and some may have more experience than me. 
Another threat is that skills in business are always changing. If I do not keep learning, I may fall behind.
Evidence of Readiness
 I believe I have some important skills that show I am ready for a business job. During my studies, I have completed assignments that required research and writing. These tasks helped me improve my thinking and critical thinking skills. For example, I had to collect information, understand it, and write it in a perfect way. I have also worked on group projects. This helped me learn teamwork and communication. In one project, I worked with other students to complete a task and present it to the class. We shared ideas and helped each other.  I also have basic IT skills. I can use Microsoft Word, PowerPoint, and Excel. These are important for most business jobs. If I have any part-time work or volunteering, it also shows my readiness. For example, working with customers can improve communication and confidence. I am also reliable and try to complete my work on time. I understand the importance of responsibility in a job. Overall, I believe I have a good starting point. I still need more experience, but I am ready to learn and improve in a real work environment.

TASK-3 (Employment Goals & Development Plan)
Employment Goals 
My short-term goal is to get a job in business, such as an HR Assistant or Sales Assistant. This will help me gain experience and improve my skills. 
My long-term goal is to move into a higher role, such as HR Manager or Sales Manager. I want to take more responsibility and help the company succeed.
 These goals are important to me because I want to build a stable and successful career. I also want to improve myself and learn new skills over time.
Personal Development Plan To achieve my goals, I will take these steps: 
* I will apply for part-time jobs, internships, or work placements in the next 6–12 months. 
* I will take online courses to improve my skills in communication, HR, and sales within 3–6 months.
 * I will practice speaking and try to build my confidence by taking part in class activities.
 * I will create a LinkedIn profile and connect with professionals within one month. 
* I will improve my IT skills, especially Excel, within the next 6 months.
* I will ask teachers for feedback and use it to improve my work.
CONCLUSION


In conclusion, this assignment helped me understand more about different jobs in the business field and the skills needed for them. By comparing the HR Assistant and Sales Executive roles, I learned that even though jobs can be different, they often require similar basic skills. For example, both roles need good communication, teamwork, and organisation. However, they also have differences. The HR Assistant role focuses more on working with employees and managing information, while the Sales Executive role focuses more on customers and increasing sales.
 This comparison helped me see what skills employers are looking for. It also helped me understand which type of role may be more suitable for me in the future. I realised that I need to develop both soft skills and technical skills to be successful in business. 
The SWOT analysis helped me reflect on my own skills and abilities. I identified my strengths, such as communication and organisation, which are important for many business jobs. I also recognised my weaknesses, such as lack of experience and low confidence in some situations. This is important because it shows me what I need to improve. I also learned that there are many opportunities available to help me improve, such as internships, part-time jobs, and online courses. At the same time, I understand that there are challenges, such as competition and changes in the business world. This means I need to keep learning and developing my skills.
. Looking at my evidence of readiness, I believe I have a good starting point. My studies and group work have helped me build important skills like teamwork, communication, and problem-solving. However, I still need more real work experience to become fully prepared for a business career. Finally, setting my employment goals and development plan has helped me think about my future. I now have a clearer idea of what I want to achieve and how I can get there. My short-term goal is to gain experience, and my long-term goal is to grow into a higher position.
 Overall, this assignment has helped me understand myself better and prepare for my future career in business.
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