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Introduction
To understand the skills required for my chosen profession, I analysed two job adverts for Administrative Assistant roles: one from an NHS Trust (Administrative Co-ordinator, BUPA Cromwell Hospital) and one from a private hospitality company (Restaurant Manager, Purple Dragon Play). These roles closely match my background as a restaurant owner, where I manage, leadership, problem solving, customers issues, suppliers, stocks, Legalities of employers/employee, government rules and regulations, accounting, manpower, deliveries, bookings, staff, customer service, finances, and daily operations. With my special Skills, which is unique I can easily done fill the gap of the advert, by the help of the rest of the team/crew or colleague.
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	The NHS advert highlights responsibilities such as managing emails, scheduling appointments, maintaining patient records, and communicating professionally with staff and service users, raising purchase orders, tracking requests, and resolving suppliers’ queries. Maintaining records, compliance documents, training matrices, and competency records requires strong digital literacy, including proficiency in Microsoft Office and internal databases, as well as confidentiality due to sensitive medical information. This aligns with research showing that modern administrative rules require both technical and interpersonal competencies (Andrews & Higson, 2008).
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The hospitality company advert is looking for strong Supervisor/ Restaurant Manager to oversee the daily operations. It is also requiring a Leadership to lead the team, from front and the floor, maintain the high standards. Partly as will focuses on customer communication, managing reservations, organising documents, supporting managers, and maintaining accurate financial and operational records. It also requires digital skills, particularly using booking systems, spreadsheets, and point‑of‑sale tools — all of which I already use daily in my restaurant business (Bridgstock, 2009).
Across both adverts, several shared skills appear consistently:
· Strong communication skills
· Digital literacy
· Organisation and time management
· Customer service
· Attention to detail
· Integrity
· Multitasking
· Leadership
· Professionalism
· Creative 
· Professionalism and confidentiality
· Efficiency 
· Integrity
· Legalities
· Problem – Solving
· Multitasking

These skills match my personal strengths. Working as a Household Manager/Childcare from Singapore to London, being trusted in a highly respectable, aristocratic, and wealthy family, has shaped my professional foundation. After 29 years of hard work, challenges, and continuous learning, I developed a wide range of strong competencies. With this knowledge, I pursued my long‑term dream of entering the hospitality industry. Today, I own two businesses — a restaurant and a resort with a restaurant — which I have successfully operated for over five years. 
These experiences have strengthened my customer service abilities, communication skills, and organisational capacity. Managing staff, handling bookings, resolving customer issues, and maintaining financial records have provided me with practical administrative experience, aligning with key administrative competencies such as communication, digital skills, and organisational efficiency (National Careers Service, 2024).

Studying business management at university has also been a major turning point in my life. Returning to education after many years has enhanced my digital literacy, resilience, and ability to learn quickly. Digital literacy is especially important in my profession because it involves confidently and critically using digital tools for communication, scheduling, inventory management, online learning, and financial tracking — all essential for modern workplace productivity and collaboration (Jisc, 2023). Strong digital literacy also supports my long‑term career aspirations in administration and hospitality management, where digital systems are central to daily operations and organisational success (CIPD, 2024).
This comparison shows that administrative rules require a blend of technical, organisational, and interpersonal skills — many of which I already possess through my extensive work experience and academic development (Prospects, 2024).
















Task 2
Reflective Self‑Assessment, SWOT Analysis & Employment Goals (Personalised)
My university journey over the past year has been truly remarkable – it has taught me that learning is a lifelong process, with no final finish line (Super, 1990). My lecturers had been invaluable mentors, guiding me through every new skill I have gained: effective note taking, digital research, critical reading, proper paraphrasing, accurate referencing and citation, legal fundamentals, mock interviews, creating impressive CV, cover letter, professional presentation, writing report, power point, spreadsheet management, reflective writing. Most importantly, it has filled critical gaps in my knowledge of how to successfully run my own business. Though the path has sometimes been challenging, this journey is without doubt the best decision I have ever made. Returning to education has reconnected me with my goals, and I am fully committed to continuing my studies and building the future I envision. 
I would like to express my gratitude to my Mentor Lecturer, from semester one, two and three for the wonderful journey of my one-year module university. It wasn’t easy, but with their enthusiasm and charismatic lectures here I am saying I made it, and I can’t thank them enough as I am over the moon. 
To evaluate my readiness for employment and future career progression, I conducted a reflective self‑assessment based on my academic achievements, work experience, extracurricular learning, and feedback from peers and mentors. Using a SWOT analysis helped me identify my strengths, weaknesses, opportunities, and threats clearly and honestly.




SWOT analysis
Strengths
One of my greatest strengths is time management. As a mother of four, a full‑time restaurant owner working 10–11 hours daily, and a university student, I have learned to prioritise tasks effectively and maintain discipline. My ability to balance these responsibilities demonstrates resilience, commitment, and strong organisational skills.
Another strength is resilience and adaptability. Returning to education after many years was emotionally challenging, especially because English is not my first language. However, I overcame difficulties in academic writing, digital literacy, loads of reading, do research, practice using AI, and I aim to continue practise learning, so I be confidence. Passing all modules across three semesters shows my determination and ability to grow.
My customer service and communication skills are also well‑developed. Running a restaurant has taught me how to interact with customers, resolve issues calmly, manage staff, and maintain a positive environment. Peers and mentors often describe me as approachable, hardworking, and supportive. And most of all I’m a very hands-on in any obstacle in terms of customer’s matter.
Finally, my digital skills have improved significantly. Through my Digital Skills module and daily business operations, I now confidently use Microsoft Office, Power point, booking systems, online learning platforms, and digital communication tools.
Weaknesses
Despite my strengths, I identified several areas for development. Academic writing remains a challenge, particularly paraphrasing, grammar, and critical analysis. Although I have improved, I still need more practice to achieve higher grades.
I also lack confidence in presentations. Speaking in front of others makes me nervous, and I sometimes struggle with clear delivery. This affects both academic presentations and potential professional communication. But I will overcome with it and strive to gain confidence. 
My networking experience is limited due to long working hours and family responsibilities. I have fewer opportunities to attend university events or connect with industry professionals. But changes will be made soon, as I am planning to reduce my hours at work and so I can do more on my university needs.
Finally, I need to develop advanced digital skills, such as Excel formulas, data analysis tools, and professional communication software. I’m pretty sure I’ll manage to work on it in no time.
Opportunities
There are many opportunities available to support my development. The university offers workshops, writing support, and digital skills training. My work experience provides transferable skills such as leadership, organisation, and problem‑solving. Extracurricular learning platforms like LinkedIn Learning allow me to improve academic writing, digital literacy, and presentation skills. The hospitality sector also continues to grow, offering opportunities for career progression.
Threats
The main threats include high competition for administrative roles, time constraints due to my responsibilities, and rapid technological change. If I do not continue developing my digital skills, I may fall behind in modern workplaces. And also, AI is the most treat, so I have to practice to absorbed it in me.




SMART GOALs
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Task 3
Personal development plan PDP 

	
	Short-Term Time Frame 

	Short‑Term (3–6 Months)
	
	



	Mid-Term Time Frame

Mid‑Term (6 Months – 2 Years)
	Long-Term Time Frame 
 Long‑Term (2–3 Years)

	Section 1 - My Goals  
 





	
Improve academic writing through workshops and weekly practice
	Achieve higher academic grades (Merit/Distinction)
		


Complete my university degree

	Section 2 - Skills and Knowledge to be 
Learned 




	Build presentation confidence through peer practice and communication workshops
	Gain leadership experience by taking on supervisory responsibilities
	Qualify for administrative or hospitality management roles

	Section 3 - Next Steps
 


	Strengthen advanced digital skills (Excel, data tools)
	Expand my professional network through university events and LinkedIn
	Strengthen business operations using improved digital systems



	
	Short-Term Time Frame 


	Mid-Term Time Frame 

 
	Long-Term Time Frame 

? 

	Section 4 - Resources
 




	
Attend university workshops
	Improve critical thinking and analytical writing
	Build a strong professional profile

	Section 5 - Time Schedule 
 

	Begin networking
	Increase digital proficiency
	Achieve full confidence in communication

	Section 6 - Completion 
 

	□__________
      Date 
 
 □__________
      Date 
 
 □__________
      Date

	□__________
      Date 
 
 □__________
      Date 
 
 □__________
      Date

	□__________
      Date 
 
 □__________
      Date 
 
 □__________
      Date



Conclusion
This Personal Development Plan has provided a structured and reflective framework for assessing my current position, identifying areas for development, and establishing clear goals for academic and professional growth. My university journey has been transformative, strengthening my resilience, confidence, and determination. Through this PDP, I have developed a clear pathway that will support my progression into future roles within NHS administration or hospitality management.
The combined goals table and action plan offer practical steps that will guide my development over the coming months and years. This PDP reflects my commitment to lifelong learning and my ambition to build a stable and fulfilling future for myself and my family. As I continue to grow academically and professionally, I will review and update this plan regularly, ensuring that it remains relevant and aligned with my evolving goals. (Yorke, 2006).
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SMART Goal Category Specific Goal Measurable Achievable Relevant Time-Bound
Short-Term (3-6 Months) Improve academic writing | Attend 3 workshops University support Improves grades and | Complete within
+weekly practice available academic performance | 6 months
Short-Term (3-6 Months) Build presentation Attend 2 workshops + | University support Needed for academic Complete within
confidence 4 practice presentation | available and professional 3-6 months
communication.
Short-Term (3-6 Months) Strengthen advanced Complete 2 Linkedin Online courses Essential for Complete within
digital skills Learning courses accessible NHS/admin roles 6 months
Mid-Term (6 Months —2 Years) Achieve higher academic | Aim for 65-70% in Use lecturer feedback | Supports degree Within 2 years
assignments progression
Mid-Term (6 Months — 2 Years)  Gain leadership experience | Lead 1 project or Opportunities available | Required for Within 1-2 years
team activity in business management roles
Mid-Term (6 Months — 2 Years) Expand professional network | Connect with 20 Events and Linkedin Increases job Within 2 years
professionals + attend 3 | available opportunities
Long-Term (2-3 Years) Complete university Pass all modules and | Already progressing well | Essential for career Within 3 years
degree assessments advancement
Long-Term (2-3 Years) Qualify for admin/hospitality | Submit 10-15 job Experience + education | Aligns with career Within 2-3 years
roles applications support this goals
Long-Term (2-3 Years) Strengthen basines operzion| Implement 2 new digital | Affordable tools available | Within 3 years Within 3 years
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Referral programme, Employee mentoring programme, Financial planning services,
Gym membership, Life insurance, Additional leave, Private dental insurance, Company
pension
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© Full-time

Q 164-178 Cromwell Road, London SW5 OT!
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« Assist withincident, complaint, and reporting administration, ensuring accurate records

are maintained

«  Provide meeting administration, including scheduling meetings, maintaining shared

d.

ecords, and documenting actions where requi

+ Ensure confidential information and operational data are handled accurately and

securely in line with company policies.
Key Skills / Qualifications

« Previous experience in an administrative, co-ordination, or support role within

hospitality, catering, facilities management, healthcare, or a similar environment.

«  Excellent organisational skills with the ability to manage multiple priorities and meet

deadlines.

« Strong attention to detail with experience maintaining accurate records and producing

reports.

and Outloo

Word,

«  Confident user of Microsoft Office applications, includir

Exce

+ Experience working with operational systems such as EPOS, payroll, time and

attendance, booking, or ordering systems.

« Understanding of financial administration processes, including invoices, reporting

econciliations, and data analy

« Strong communication skills with the ability to build effective relationships across
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How you'll help us make health happen

«  Co-ordinate and produce weekly and monthly KPI reports, dashboards, trackers, and

management information

«  Support retail administration, including sales reporting, EPOS analysis, till programming

support, and performance reporting

« Manage hospitality booking administration, liaising with stakeholders and operational
teams to ensure requirements are delivered accurately

and

* Maintain rota administration, time and attendance records, payroll submission:

associated documentation

«  Support absence management processes by maintaining accurate sickness, holiday,
and return-to-work records

«  Provide procurement and ordering administration, raising purchase orders, tracking
requests, and resolving supplier queries.

«  Process invoices, support financial reconciliations, and maintain accurate financial
records and documentation

o Assist with stock take administration, inventory reporting, and variance investigations

 Maintain training records, compliance documentation, training matrices, and

competency records.

e and audit activities by collating evidence, maintaining records, and

« Supportgovernan
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«  Various family friendly benefits.

- Free onsite massages as a recognition for your hard work.

« Opportunity to participate in our annual awards ceremony.

Why Bupa?
We're a health insurer and provider. With no shareholders, our customers are our focus. Our
people are all driven by the same purpose - helping people live longer, healthier, happier
lives and making a better world. We make health happen by being brave, caring, and
responsible in everything we do.

We encourage all our people to "Be you at Bupa". We champion diversity and understand
the importance of our people representing the communities and customers we serve
That's why we especially encourage applications from people with diverse backgrounds
and experiences.

Bupa is a Level 2 Disability Confident Employer. This means we aim to offer an
interview/assessment to every disabled applicant who meets the minimum criteria for the
role. We'll make sure you are treated fairly and offer reasonable adjustments as part of our
recruitment process to anyone that needs them

Time Type:

Full time

Job Area:

Apply with Indeed
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