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Task 1 

Job 1 skills 

(Additional Resources 

company) 

• Strong business analysis experience  

• Strong skills in workflow design, process mapping 

and business documentation. 

• Knowledge of IT service management processes  

• Experience producing training materials, 

operational procedures and implementation 

documentation. 

Job 2 skills 

(JLR RESEARCH) 

• Experience providing high quality, insightful 

analysis to drive the business 

• Significant experience in working with data across 

underwriting, claims and finance. 

• Understanding of data structures. 

• Knowledge utilizing Microsoft Office, including 

advanced excel. 

• Financial services background and experience. 

Common skills and 

knowledge 

• Strong business analysis and analytical skills. 

• Understanding of business processes and 

workflows. 

• Strong digital skills specially using Microsoft Office 

and excel. 

Ability to produce clear business documentation 

and report. 

 

 

 

 

 

 

 



   

 

   

 

Analytical skills:  Analytical skills are essential for daily life, but even more so in the 

world of finance. According to the World Economic Forum (2025), 69 percent of 

employers worldwide consider analytical thinking as a core skill for their workforce, 

with 7 out of 10 companies considering it an essential skill. As a data analyst, the 

primary function is to accurately analyse information to assist the company in 

decision-making and to provide detailed reports to stakeholders in order to help the 

business make better decisions. Analytical skills are indispensable for performing this 

job effectively. These skills involve identifying problems, gathering information, 

devising solutions, implementing those solutions, and reporting the results to 

stakeholders. 

Data analysts typically work with databases; therefore, they need to know how to 

organize them and correctly interpret the information. This skill helps in identifying, 

evaluating, and thinking objectively; for instance, when analysing sales for a 

company, an analyst must focus on examining sales data to identify which products 

are selling well and which are not, thereby uncovering patterns and trends that can 

foster business growth. 

Analytical skills include the ability to solve problems; when a company faces a 

difficult situation—such as a drop in sales—it is crucial for the analyst to investigate 

the underlying cause using available data and identify the specific issue. By focusing 

on this data, it is possible to pinpoint potential causes and recommend solutions, 

rather than simply speculating about the source of the problem without any 

supporting evidence. With this evidence and information, the business can make 

sound decisions regarding its financial development and operational efficiency, 

based on reliable data. 

Another important reason is that a data analyst identifies inconsistencies and unusual 

errors reported in datasets. For example, if sales suddenly increase or decrease 

significantly, the analyst can determine the reason or check for a data error. 

Analytical thinking makes it possible to question unusual information and ensure that 

conclusions are accurate. 

Analytical skills enable a data analyst to communicate important findings derived 

from complex information. The analyst needs to understand and interpret the data 

and explain the findings to decision-makers. This helps the company improve its 

performance, reduce costs, identify opportunities, and achieve its objectives. 

  



   

 

   

 

Task 2 

 

Strengths  Weaknesses  

One of my strengths is attention to 

detail; I believe that details make a 

significant difference and can help 

uncover issues that aren't 

immediately apparent. As an 

observant person who focuses on the 

finer points, I enjoy analyzing 

situations and drawing conclusions. 

For instance, when I worked as a 

cloakroom attendant, I made sure 

customers' belongings were placed 

correctly in the trays to prevent mix-

ups and ensure they were returned 

accurately. I also took great care of 

the items—which were often fragile—

and kept the cloakroom organized 

and tidy; all of this helped me develop 

this skill. 

Critical thinking is one of my 

strengths, as I consider my options 

and make logical decisions rather 

than simply acting impulsively. This 

skill ensures that I have the 

information needed to support my 

arguments. For instance, while 

studying for my GCSEs, I decided to 

One of my weaknesses is 

communication, as I find it difficult to 

express myself in another language, 

which tends to make me introverted. 

This affects me when it comes to 

sharing ideas; often, I have 

suggestions while working with 

others but choose not to voice them 

because I don't feel comfortable. That 

said, I have improved compared to 

the past and am still working on it—

trying to participate when asked 

questions, practicing my English by 

speaking with others whenever 

possible, and taking online classes to 

improve. 

Overthinking is another one of my 

weaknesses; whenever I engage in 

any activity, my mind considers 

numerous possibilities. This can be 

exhausting at times because it causes 

me a great deal of stress. However, it 

also has its advantages, as I tend to 

consider alternatives in case 

something goes wrong, ensuring I am 

prepared with solutions. 



   

 

   

 

switch classes because I felt I would 

learn more from a different teacher; 

their teaching style was more 

effective for my way of learning, 

which greatly helped me pass the 

exam. 

On the other hand, I'm a person who 

adapts to the situation. I can change 

plans and find new alternatives 

without feeling overwhelmed. I 

usually have backup plans in case the 

first one doesn't work out; this helps 

me perform better. It has helped me 

handle problems and stay positive. 

 

Opportunities  Threats  

• First, I aim to complete a 

business degree—which I am 

currently pursuing—as it 

represents a great opportunity 

to build my career. 

• I plan to develop data analysis 

skills by using various tools 

relevant to the role, such as 

SQL, Power BI, and Python. 

• Gain work experience through 

part-time roles—such as an 

assistant position—which 

would help me learn to handle 

Some threats would be the high 

competition in the data analyst field, 

and also that some candidates might 

have more experience than me. I will 

overcome this by developing new 

skills as well as improving the ones I 

already have, and by continuing to 

learn and update my knowledge of 

the applications used to perform the 

job, as well as gaining experience in 

different roles that will help me 

perform the job. 



   

 

   

 

important documentation and 

develop the skills necessary to 

become a data analyst. 

• I also aim to enhance my 

qualifications by completing 

courses that expand my 

knowledge and add value to 

my skillset. 

• Improve my customer service 

skills such as communication, 

attention to detail, and problem 

solving to apply them in an 

office environment. 

• Develop confidence and 

leadership skills by taking on 

more responsibilities when 

working in teams, as well as by 

completing a leadership 

course. 

• Apply for entry-level positions 

with companies that offer 

training and career growth. 

 

 

Economic changes could also pose a 

threat by reducing the number of 

jobs. This could make it more difficult 

to enter the labour market and find 

opportunities. 

To prepare for this threat, I will 

continue to train and gain knowledge 

across various industries so that I 

have more opportunities in different 

areas. 
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Goal 1: Improve communication 

Based on my self-assesment I have identified communication is one and the most 

primarly weakness I have ever had, throught my life is one weakness which does not 

leave me to express myself and most of the time even affecting my self confidence 

while speaking and expressing my self either in a normal conversation or on public, I 

know communication is one of the most required skill on a job if not the most 

important and  want to become more confident when speaking English and sharing 

my ideas. The way I will improved and practice my communication skills are first of 

all,will practise speaking English regularly by communicating with colleagues, 

classmates and other people whenever possible. I will also participate more actively 

in group discussions and make an effort to share at least one idea or opinion during 

group activities. In addition, getting more vocabulary/ideas on online platform like, 

videos, extra english classes (if I can get more) and overall, using any resource to 

practice my communication skills. 

Goal 2: Reduce overthinking 

My second goal is to reduce overthinking and become more confident when making 

decisions. I often consider many possible outcomes before taking action the most 

outstanding are the bad possibilities outcome, which can cause unnecessary stress 

and delay my decisions and fear about what could happened or what people could 

even say about the decision taken. Although thinking about different possibilities can 

be useful, I need to learn when to stop analysing and take action. 

 To improve this area, I will set time limits when making decisions and focus on the 

most important information and based my action with backup on the information or 

as the occasion requires rather than considering every possible outcome. I will also 

reflect on my decisions afterwards to learn from my experiences instead of worrying 

about whether I made the perfect choice or not. All of this will help me improve and 

reach my full potential regarding my career goals. 
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