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Task 1: Compare Job Adverts
· HR Administrator
· Sales Manager
· Supply Chain Manager
· Risk Manager
An effective HR Administrator needs strong organisational skills and administrative skills, with the ability to manage employee records, handle documentation accurately, and prioritise multiple tasks. Clear communication, both written and verbal, is essential for supporting staff and liaising with managers in a professional manner. A solid understanding of basic employment law, company policies, recruitment processes and payroll fundamentals helps ensure compliance and smooth HR operations. Proficiency with HR systems and common software such as HRIS platforms, Excel, Word, and Outlook is also important. Additionally, the role requires confidentiality, attention to detail, problem-solving abilities, and a supportive customer-focused approach when dealing with employee enquiries.
A successful sales manager needs strong leadership and communication skills, the ability to motivate and guide a team, and a solid understanding of sales strategies and market trends. They require analytical skills to interpret data, set targets, and forecast performance, along with excellent negotiation and relationship-building abilities. Effective time management, problem-solving skills, and proficiency with CRM systems are essential, as well as a results-driven mindset that supports both team development and business growth.
A supply chain manager needs strong analytical and organisational skills to oversee procurement, logistics, and inventory management effectively. They must understand supply chain planning, forecasting, and vendor management, along with key principles of cost control and efficiency. Strong communication and negotiation skills are essential for coordinating with suppliers and internal teams. Proficiency with supply chain software, data analysis tools, and ERP systems is also important. Additionally, problem-solving ability, adaptability, and knowledge of risk management help ensure smooth and resilient operations.
A risk manager needs strong analytical and critical-thinking skills to identify, assess, and mitigate potential threats across an organisation. They require a solid understanding of risk frameworks, compliance, and relevant regulations, along with the ability to interpret data and produce clear reports. Effective communication and stakeholder management skills are essential for influencing decision-makers and promoting risk-aware practices. Proficiency with risk assessment tools, attention to detail, and strong problem-solving abilities are also key, supported by strategic thinking and sound judgement.
Amongst these 4 jobs, the skills most mentioned were strong communication skills, organisational ability, analytical and problem-solving skills, attention to detail, proficiency with relevant systems/software, ability to work with others and manage relationships, adaptability and sound judgment.
Task 2: Self-Assessment
Strengths:
One of my key strengths is my strong organisational ability, which helps me manage tasks effectively, meet deadlines, and maintain structure in my work. I am also very reliable and disciplined, consistently completing tasks to a high standard. Another major strength is my analytical and problem-solving ability; I am able to break down information, identify priorities, and find practical solutions when challenges arise. Additionally, I work well independently, remain focused, and approach tasks with a calm and thoughtful mindset.
Weaknesses:
One of my main weaknesses is that I am not very confident, especially in unfamiliar situations or when speaking in front of others. This sometimes makes me hesitant to share my ideas or ask questions, even when I know the answer. My lack of confidence can also cause me to second-guess myself or worry too much about making mistakes. I recognise that this could hold me back professionally, so I am working on building my self-belief by taking small steps outside my comfort zone and improving my communication skills in supportive environments.
Opportunities:
There are several opportunities available to support my personal and professional development. I have access to academic resources, workshops, and training sessions that can help me strengthen technical skills such as data analysis, communication, and project management. Work placements, volunteering, or part-time roles also present opportunities to gain hands-on experience, expand my network, and apply my skills in practical settings. I am also motivated to learn and open to feedback, which means I can take advantage of opportunities to grow and improve. 
Threats:
One potential threat is the competitive job market, where many applicants may have more experience or qualifications. Technological developments also mean that digital skills are becoming increasingly important, so failing to keep up with new tools could affect my employability. External factors such as limited job availability or economic uncertainty may also pose challenges when entering the workforce. Recognising these threats encourages me to focus on continuous learning and professional development.
Evidence of Readiness for Employability and Personal Advancement:
I have already demonstrated readiness for future employment through a combination of academic achievements, work experience, and feedback from others. Academically, I have consistently met deadlines, produced high-quality work, and developed strong research and analytical skills.
Group projects have enabled me to strengthen teamwork, problem-solving, and communication abilities-skills that are highly valued in any profession. 
In terms of experience, I have gained practical skills through part-time work and extracurricular activities. These roles have helped me develop customer service abilities, responsibility, time management, and the confidence to communicate with a wide range of people. I have also taken initiative in independent learning by exploring online courses to expand my digital and professional skills. 
Feedback from tutors, peers, and supervisors has highlighted my reliability, strong work ethic, and positive attitude. This reinforces my readiness to progress into a professional environment where these qualities are essential. Overall, my growing skill set, reflective mindset, and commitment to improvement demonstrate that I am well prepared for both employability and further personal development.
Task 3: Set Employment Goals
My employment goals are divided into short-term and long-term aims, both of which support my progression into management.
Short-Term Employment Goals:
In the short term, my main goal is to build my confidence in professional situations.
Confidence plays a major role in how effectively managers communicate, make decisions, and lead others. Because I tend to hold back in group settings or unfamiliar environments, improving my confidence is essential. Over the next several months, l aim to participate more actively in discussions, express my ideas clearly, and become more comfortable speaking in front of others. This will help me perform better in interviews, presentations, and future workplace interactions. Another short-term goal is to improve my communication skills. Management roles require the ability to give instructions, provide feedback, and collaborate effectively with team members. Strengthening my communication will make me a more effective candidate for managerial positions and help me interact more confidently with colleagues and supervisors.

Additionally, I aim to gain a stronger understanding of basic management principles, such as leadership styles, team coordination, conflict resolution, and problem-solving. Although these skills develop over time through experience, learning foundational concepts early will give me a head start when entering the workplace. I also aim to build my digital skills, as many management roles rely on systems such as HR software, CRM tools, scheduling platforms, and data-analysis programmes.
Long-Term Employment Goals:
In the long term, my goal is to secure a management position within an organisation that offers opportunities for growth. I hope to take on responsibilities that involve leading others, making operational decisions, and supporting the overall development of the team. As I gain experience, I want to progress from entry-level or junior positions into more senior management roles. This progression may involve completing relevant qualifications, taking part in leadership programmes, or attending professional training courses. Ultimately, my long-term goal is to become a confident, capable, and well-rounded manager who can contribute positively to an organisation and support the success of others.
Personal Development Plan
To achieve these employment goals, I have created a detailed personal development plan. This plan outlines the steps I need to take, the resources I will use, and the ways I will measure my progress. Building confidence and improving communication are central to this plan, as they are essential for my development into a management role.
Actions I will take:
The first action I will take is to participate more actively in group discussions and academic activities. By speaking up more frequently, I can gradually build my confidence and reduce the anxiety I feel in group environments. Even contributing small ideas or asking questions during classes can help me practise expressing myself. The second action is to complete online courses focused on communication, public speaking, and confidence-building. There are many accessible resources available through platforms such as FutureLearn, YouTube, OpenLearn, and Linkedin Learning. These courses will help me learn techniques for speaking clearly, managing nerves, and presenting ideas effectively.
I will also seek regular feedback from tutors, mentors, or peers. Feedback will help me understand how others perceive my communication style and identify areas for improvement. Another important action is to practise real-life scenarios such as mock interviews, presentations, or role-play tasks.
These activities allow me to simulate workplace situations and build my confidence in a supportive setting. As I progress, I will look for opportunities to take on small leadership responsibilities, whether in group projects, volunteering roles, or part-time jobs. Practising leadership in low-pressure environments will prepare me for more demanding roles in the future.
Timeline:
My development plan will take place across several stages.
· 0-1 month: Begin speaking more during group activities, start asking questions in class, and request feedback from tutors.
· ﻿﻿1-3 months: Complete communication and confidence-building courses and continue practising speaking in front of others.
· ﻿﻿3-6 months: Take part in mock interviews and presentations, apply communication techniques learned from courses, and aim to lead at least one group activity.
· ﻿﻿6+ months: Reflect on my progress, identify any remaining weaknesses, and set updated goals.
Resources Needed:
To carry out this plan, I will use online training courses, university support services, feedback from peers and tutors, and opportunities provided through academic projects or part-time work.
Measuring Progress:
I will measure my progress by tracking how frequently I contribute in group settings, reviewing feedback from others, and assessing how comfortable I feel speaking in front of people. Improvements in interviews or presentations will also indicate increased confidence.
