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Task 1 
There are various skills needed for an Executive and operational assistant. In a role in the company Kent community foundation (Charity job, 2026), an executive assistant needs to develop strong organisational, communication, and administrative skills to support daily operations and senior staff. Similarly, the role of office manager at Virtus Security LTD also requires a wide range of professional skills that are closely related and transferable between both positions.

Firstly, communication is key skills required in both roles. In the Executive and Operational Assistant position, the employee must communicate with senior manager, team member, and external stakeholder, including visitor and partners. Clear and professional communication is essential to ensure smooth coordination of meeting and daily tasks. In the Office Mnager role, communication is equally important, as the manager must interact with staff, clients, and supplier, ensuring that information is shared, effectively across the organisation and misunderstandings are avoided. 

Secondly, organisational skills are particularly important in both job roles. The Executive Assistant is responsible for coordinating meetings, preparing documents, and managing schedules. This requires an important level of organisation and mindfulness. Similarly, an Office Manager must organise office operations, manger resources, and ensure that all administrative systems run efficiently. Both roles require the ability to manage multiple tasks at the same time while maintaining accuracy and professionalism in all work produced. 

Another common skill is teamwork. In both positions, the employee collaborates closely with other staff members to achieve organisational goals. The Executive Assistant support senior leadership, while the Office Manager often leads or supports a team. This means both roles require cooperation, flexibility, and the ability to work well with others in different situations. 
Additionally, time management is essential in both jobs. Employees must complete tasks within deadlines and priorities their workload effectively. Both roles involve managing multiple responsibilities, which makes time management a critical skill for success. 
Overall, both job adverts highlight similar key skills such as communication, organisation, teamwork, and time management. These shared skills are important, as it supports all other tasks and helps maintain strong working relationships. 
Based on the above description the most important skill is communication. The reason is that in both jobs I will need to use these skills to communicate and be clear as I will be working in an Executive and Operation assistant level. Therefore, I need to communicate with staff welcome the visitors. At Virtus Security LTD, I need to be smooth communication with team member. 
Task 2 
A SWOT analysis: Is a tool used to identify strengths, weaknesses, opportunities, and threats. It helps individuals understands their current skills and areas that need improvement. According to Mind Tools (2024), SWOT analysis supports personal development by identifying internal strengths and weaknesses, as well as external opportunities and threats. In addition, CIPD (2023) explains that it is important for career planning and improving employability. Therefore, SWOT and preparing for future job roles. 
SWOT analysis is important because it helps individuals understand their current abilities, identify areas for improvement, and make clear plans for future career development. 

	Strengths  
 My first strength is communication skills. I developed this during my volunteering experience at a library, where I helped customers use computers and supported children in activities. I received positive feedback from customers who said I was polite and helpful. This shows that I can communicate clearly and professionally with different people. Another strength is teamwork. I worked with others both in the library and in a kitchen environment. I learned how to cooperate, support others, and complete tasks together. I also develop the ability to work in busy environments. In the kitchen, I had to mange different tasks at the same time. My manager gave me feedback and advised me to stay clam under pressure, which helped me improve. 


 
 
 
 
 
 
 
 
 
 
	Weaknesses 
One of my weaknesses is focusing too much on minute details. This can slow down my work and affect productivity. Another weakness is time management. Sometimes I find it difficult to organise my time when I have many tasks to complete. This can lead to stress or delays. I also need to improve my organisation skills to manage my workload better and complete tasks more efficiently. 

	Opportunities 
There are also opportunities that can help me improve. I am currently studying in higher education business workplace, which allows me to develop new skills and knowledge. University assignments and group work help me improve my communication and teamwork skills. I also have, the opportunity to gain experience from feedback given by lecture. For examples, my lecture has advised me on how to improve my assignments, including better structure and clearer writing. This helps me develop academically and professionally.
 To improve my weaknesses, I plan to develop better time management skills by breaking tasks into smaller steps and setting clear deadlines. I will also focus on prioritising important tasks instead of spending too much time om minute details. Using tools such as planners or calendars will help me stay organised. Additionally, I will continue to learn from feedback and apply it to my work and life. 
 
 
 
 
	Threats 
In addition, there are some threats that may affect my development. One threat is the important level of competition in the job market. Many candidates may have more experience, especially in office- based roles. Another challenge is balancing my studies with part -time work, which can affect my time management. I may also face difficulties adapting to new professional environments or systems. However, this challenge can be managed by improving my skills and gaining more experience. 




Evidence of Readiness 
In the future, I would like to become a manager in an office within a larger company. Currently, I am studying Business Higher Education, which is helping me develop me knowledge of business and organisational skills.
In addition I have gained experience through volunteering at a library and working in a kitchen. At the library, I supported customers and developed communication skills. In the kitchen, I worked in a busy team environment, which improved my teamwork and ability to stay calm under pressure. 
These experiences have helped me develop my strengths, especially communication and teamwork. I continue to improve theses skills through my studies and by learning from feedback, which shows I am developing and preparing for future roles. 

Task 3 
Employability Goals 

Goal 1: Complete my university of Business Management and Marketing at university of Greenwich.
Goal 2: Complete my course of Higher Education in Business certificate and get a distinction.
Goal 3: After graduating, I will find a job as a manager in a large company. 
Goal 4: I want to improve my academic writing and research skills. 
Goal 5: I want to gain more experience in part- time or voluntary work in the field of management. 
Goal 6:  want to develop strong leaderships and management skills. 
Personal Development Plan 
PERSONAL DEVELOPMENT PLAN: A Personal Development plan (PDP) is a structured process that helps individuals identify their goals, skills, and areas for improvements. According to Mind Tools (2024), a PDP supports personal and career developments by helping individuals plan and achieve their objective. It is important because it allows people to set clear goals, improve their skills, and track their progress over time. 

	 
	Short-Term Time Frame  


	Mid-Term Time Frame  
 
	Long-Term Time Frame  


	Section 1 - My Goals   
  
What are my overall goals that I want to accomplish in this time period?  
 
  
 
Example: become a Student Affairs Officer; learn computer graphics  
 
 
 
	
1. I want to graduate from the CertHE business with high marks in the next three months. 
2. I want to improve my academic writing and research skills. 

	 
1.  I want to continue my studies in Business Management and Marketing. 
2. I want to gain more experience in part- time or voluntary work.
	 
1. I want to complete my university degree in Business Management and Marketing at University of Greenwich. 

2. I want to develop strong leaderships and management skills. 

3. I want to get a job a s a manager in a large company. 

	Section 2 - Skills and Knowledge to be  
Learned  
 
What specifically do I need to learn? What project do I need to work on?  
  
  
 
Example: Student advising.  
Banner; Dreamweaver; develop a procedures manual  
 
 
 
	 Goal 1 
· Complete assignment, on time and attend all classes. 
· Meet tutors for support and feedback.
· Continue studying regularly and improve skills step by step. 
· Time management and organisation skills to meet deadlines.
· Communication and teamwork skills. 
· I want to finish all assignment on time.
· I want to attend all classes regularly.

· Academic writing and research skills

Goal 2: 
· Attend academic skills workshops. 
· Read more academic books.
 
	Goal 1: 
· Good understanding of business theories and marketing.
· Apply to the university.


 Exact timing: June 2026

Goal 2
· Find company, who will employ voluntary and get more experience. 
· Do more work voluntary in events to get more experience. 


	 Goal 1:
· Read more books 
· Apply what I want to study 
· Get experience early. 

Exact time – September 2028 
Goal 2 
· Take responsibility
In group projects 
· Volunteer to lead presentations. 
· Jon university society and take role.

Goal 3
· Build strong network. 
· Use university recourse. 
· Mange your time like a professional
· Graduation from university 
· Get work experience as voluntary.


September 2026


	Section 3 - Next Steps 
  
How am I going to acquire the skills and knowledge? How am I going to do this project?  
  
  
 
Example: take Dreamweaver class; do an  
informational interview; set up a project outline  
 
 Exact Timing
	  Goal 1
I will acquire theses skills by attending all my assignments on time. I will also ask my tutors for support and feedback to improve my work. In addition, I Will practise time management by planning my tasks and using a schedule to meet deadlines. I will also improve my communication and teamwork skills by participating in group work and class activities. 
· Exact Timing
· Weekly- attend classes and complete study tasks. 
· Monthly- review feedback from tutors and improve y work.

· By the end of the course- complete all assignments and achieve my qualification. 
· After graduation (aroroles.029)- Apply for management roles 
Timing: on – going 
Goal 2:

· Read more books
· Write more to improve my writing skills 
· Manage time better.
Timing: now 

	 Goal 1:
· Study business related books.


Goal 2: 
· Apply for a volunteering position. 
Exact time: now 




	 Goal 3 
2029-2030- start working as a manger in a large company 




Summer of 2026 
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