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Task 1 
Running a business is a very demanding task. Business owners need a mix  of interpersonal, strategic, and practical skills to successfully start, manage, and grow a business. 
Here are a few skills that they need and why.  First of all, Communication Skills.  Being able to communicate effectively is crucial to run a business. Why it is important is because It creates connections and builds trust. Clear communication is very essential when dealing with customers, staff, investors, suppliers, and the public. It avoids misunderstandings, increase productivity, enhances teamwork, ensures smooth day to day operations, promotes self-growth, and builds credibility and reputation. Whether you are talking to a new hire, unhappy customer or an investor, your words carry weight. Active listening, verbal clarity and being persuasive are all part of communication (Harvard Business School, 2019).
 In addition,  Problem Solving Skills is another crucial skills business owners need to have. This is an important because unexpected challenges and issues happen in every business. Being able to think quickly and find solutions helps to keep the business running smoothly and reduces risks. It helps to adapt and survive disruptions rather than stalling when challenges occur. The core purpose of any business is to solve customers' problems and having this skill improves their satisfaction and strengthen loyalty. Problem solvers not only fix what is broken, they also find creative solutions and better ways to operate which drives innovation. 
Problem Solving needs analytical skills and critical thinking which leads to strategic planning and better-informed decisions. Business owners who can analyse complex situations and implement solutions are assets in any business (Harvard Business School, 2019). 
· Adaptability and Flexibility
 
· Time Management

· Financial Literacy
Business Owners need to have several different skills to have a successful business but, in my opinion, i believe that the two mail skills they need to have are communication and problem-solving skills which I have elaborated on above.

Task 2 
The acronym stands for:

• Strengths (Internal, Positive)
• Weaknesses (Internal, Negative)
• Opportunities (External, Positive)
• Threats (External, Negative)

Swot Analysis is a strategic planning tool used to find and evaluate four key areas of a business. It shows the internal and external factors that affects the business. It finds the internal strength and weaknesses alongside the external opportunities and threats. The internal factors are what the business have control over, e.g., (strengths)- loyal customers, branding, and (weaknesses)- e.g., poor cash flow and outdated technology.  External factors are what the business has no control over, (opportunities) e.g., trends, emerging markets and (threats) e.g., changing regulations, competitors. 
Swot Analysis is important because it helps you understand your business clearly, helps your plan to grow, finds opportunities, supports better decision making, improves your competitive advantage and prepares you for risks.












	Strengths  
·  Level 4 certificate in Business
· Technical skills
· Natural problem solver
· Team player
· Punctuality
· Excellent verbal & communication skills
· Time Management
	Weaknesses 
· Overthinking
· Impatient
· Need to be more patient with myself
· Nervous when presenting
· Procrastination 
· Concentration


	Opportunities 
· Networking
· Resources
· Location- being in London 
· Training

 - 
 

	Threats 
· Other entertainment spots
· Slow periods (seasonal)
· Political instability 
· Climate change 
· Imports/ tariff issues (reliance on imported materials and table makes the industry vulnerable to rising tariffs and supply chain delays).




Evidence of Readiness 

Evidence of readiness for my business is proven through its successful operation, financial setup, and ability to attract and serve customers. My business is already established and functioning, with fully equipped pool tables, a bar and a comfortable lounge area which shows strong operational readiness.
Financially, startup cost has been covered, and the business is generating income through tournaments, drinks, snacks, and hosted events which shows effective money management and stability. The owner’s skills in communication, customer service and event planning are clear through social events and organised tournaments which further highlights my capability in running the business. In addition, there is a clear demand in the market, as customers are engaging and attending with the venue, supported by ongoing marketing efforts such as word-of-mouth and social media. Legal and safety measures, which are licensing and security systems, show compliance and responsibility. 
The completion of a Level 4 certificate in Business Studies and plans to begin a degree in Business Management and Leadership in June, shows continuous development, commitment, knowledge, and skills needed to successfully grow and sustain the business. Overall, these factors provide evidence that I am well prepared and positioned for future growth.
 




















Task 3 
Employability Goals 
In the future I have a range of goals I would like to achieve: 
Short- Term
Goal 1: Finish my course and graduate in July with the highest award.
Goal 2: Travel to Jamaica for my dad’s 80th birthday in May of this year. 
Goal 3: Prepare for my 50th birthday celebration on June 22nd.

Mid-Term
Goal 4: Continue to work on my business plan and set it to standard.
Goal 5: Start my level 5 in June 2026.
Goal 6: Purchase business vehicle. 

Long –Term
Goal 7: Finish my degree by 2028 and graduate with first class honours. 
Goal 8: Set up second business. I am looking to set up a wholesale food store where I sell food items in bulk. Minimum purchase is three. This business   is due to be up and running by June 2027. 
Goal 9: I would like to to have to the keys to my new home in Jamaica. 








	 
	Short-Term Time Frame  
 
What do I want to  
accomplish in the next  
three to six months? 
 
	Mid-Term Time Frame  
 
What do I want to  
accomplish in the next  
six months to two years?  
	Long-Term Time Frame  
 
What do I want to  
accomplish in the next  
two to three years?  

	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 travel to Jamaica for my dad’s 80th birthday in May of this year. 
3. I want to celebrate my 50th birthday on June 22nd of this year.  
	 
1. I want to continue to work on my business and set it to a standart that is acceptable.
2. I want start my level 5 BA in Leadership and Management.
3. I want purchase business vehicle
 
	1. I want  finish my degree by 2028 and graduate with first class honours.
2. I want  set up second business. A wholesale food store where I sell items in bulk. Minimum purchase is 3. This business is due to be up and running bu june 2027.
3. I want  to have the keys to my new home in Jamaica.

	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  
 
 
 
	
1. Complete assignment, and time management to complete deadlines, ask information for resits.  
2. Attend Classes
	 Business is already in operation. Continue to gain more knowledge to make it successful.
 
	 I already have a Level 4 in Business Studies.

	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
	1.  Complete assignments to excellent quality with infored research.
2. Complete deadlines. 
3. Attend classes
4. Be on time







April 2026
	 











June 2026
	 Go to the library.
Read books about Business and how they operate.
Learn business theories.









2026-2028






Personal Development Plan 

DEFINITION OF A PERSONAL DEVELOPMENT PLAN and why it is important ?

A personal development plan PDP is a structured plan that helps to show your goals, track your progress and improve your skills over time. It is a structured framework to work out what you want to achieve and how to achieve it.
PDP includes self assessment which is understanding your strengths and weaknesses. Goals- what you want to achieve for both short and long term. It also has an action plan which are the steps you will take to reach those goals and a timeline when you want to reach them. 
Personal development plan is particularly important because:
· It improves self-awareness. You become more aware of your skills, values, and areas of improvement. 
· Helps you set clear and precise goals. Using a tool like SMART (specific, measurable, achievable, realistic, time-bound) goals, your ambition becomes realistic and achievable. 
· Boost Confidence. As you begin to achieve small goals, your confidence and motivation increases. 
· Gives you direction. It helps you clearly understand where you are now and where you want to be. 
· Supports Career growth. A PDP helps you develop the skills needed for jobs, promotions, or running your own business. 
· Timeline. Setting deadlines so you do not stay stagnant. 
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