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Introduction:
The purpose of this report is to review skills necessary for employment as an administrator or mailroom clerk and to assess your own employment readiness. First, two job advertisements will be compared to identify required skills. Then you will conduct a SWOT analysis to identify your personal skills and employment strengths and weaknesses. Following this you will compile evidence of your skills based on work and academic experience. Last, you will define your employment goal and create a personal plan of action.
Comparison of Job Adverts 
Two job adverts for positions within administrative and mail handling departments
were analysed in order to determine the key skills needed in both professions. These 
job adverts were for the position of Mailroom Assistant and Administrative Assistant.
The roles detailed within both job descriptions require employment within professional.
office environments and are dependent on individuals demonstrating technical,
administrative and people skills. 
Firstly, the tasks described within the Mailroom Assistant job advertisement were.
administrative in nature. Responsibilities included sorting incoming mail, preparing. 
outgoing mail and keeping records of delivery success. Tasks detailed within the 
Administrative Assistant position included managing documentation, replying to
emails, taking phone calls and dealing with other office tasks. Therefore, it is clear. 
that both positions require competent administrative skill sets.
Upon analysis of both job adverts, two primary skills required across both roles.
were identified: communication skills and organisational skills. Firstly, communication 
skills were mentioned as essential criteria for both job roles. An employee within 
either position is required to consult with colleagues, managers and often third-party.
individuals. For example, mailroom employees must deliver important documents.
where required and communicate any issues that may occur. Administrative 
assistant is required to clearly communicate information through written and verbal.
communications. Armstrong (2020) suggests that communication skills reduce error.
rates and promote workplace productivity. 
Secondly, organisational skills are also important across both roles. Employees should 
be able to prioritise tasks, multi-task where necessary and keep records of work.
completed. In both professions, poor organisation may cause serious impacts on the
workflow of the business. A lack of organisation within a mailroom could lead to
missed or lost mail, whereas an administrative position may lead to missed deadlines.
Cameron and Green (2019) state that organisational skills are key to ensuring tasks.
are completed correctly and on time. 
Of the skills mentioned above, communication is most important when working in
either position. This is because workers are required to manage sensitive and/or
confidential information where mistakes cannot be made. Failure to communicate. 
professionally can cause misunderstanding, lost documents or working errors. In large 
businesses, working as part of a team is essential. Therefore, communication skills 
allow for smooth teamwork which will become necessary when working in
environments such as these. 
In conclusion, it can be said that although job roles differ between mailroom and
administrative workers, they require many of the same skills in order to complete them.
task successfully. Communication and organisational skills were present in both jobs.
descriptions, however, communication was chosen as the most important as it plays. s
a crucial role in the working environment. 
Task 2: Self-Assessment and Evidence of Readiness 
Self-Assessment Task 
In order to determine my current level of readiness for employability and personal
development, I have completed a self-assessment using the suggested SWOT.
analysis structure. 
Strengths 
To begin with, my work experience would be considered a key strength. I currently 
work as a mail sorter for Royal Mail and have done so for three years. In my role I am 
Organised enormous quantities of mail which requires a prominent level of
organisation. Successful completion of my daily tasks requires speed in order to meet.
targets set by the company within a given time. This shows that I work well under 
pressure. Armstrong (2020) mentions that this is a desirable skill that employers look for when.
Recruiting new members of staff. 
Secondly, my diligence would also be considered a strength. In both mailroom 
and administrative roles mindfulness is vital when managing confidential.
information. Should an employee make a mistake within either position, it could lead.
to mail being sent to the wrong place or important documents being sent late. The 
nature of my current job shows that I am consistently confident in my ability to work.
accurately. Thirdly, I have worked in both teamwork and client facing roles before. Experience in teamwork shows that I can communicate effectively with colleagues and contribute.


Weaknesses 
Although I believe myself to have many strengths, I do have areas on which I can work.
Firstly, my academic written English is not as good as my verbal communication.
Therefore, when drafting essays or professional documents I sometimes lack the
confidence to communicate my ideas effectively. As a result of this, my reports and
other written documents may not be of the highest quality.
Secondly, although IT skills are not currently a weakness, my understanding of Excel.
sheets and data management is limited. As offices become increasingly paperless, 
employees are now expected to be able to create and manage data/documents via
computer. Should this skill not improve at the rate that it advances in the workplace,
my productivity may suffer. 
Opportunities 
Luckily, there are several opportunities that can be taken in order to improve on me.
weaknesses. Firstly, as I am currently studying this course, I have the opportunity to further me. knowledge on topics that can improve my employability. The academic writing 
experience I gain from this course can be carried over to write professional reports.
and documents. Secondly, many online resources can assist me in learning Microsoft. Office and workplace communication. By taking part in this training, I will become.
more comfortable when using technology in an office setting, therefore, meeting.
employer expectations. Thirdly, my experience in retail and volunteering shows that I have previously worked. face-to-face with customers. Not only does this show that I can communicate with others professionally, but I can also adapt to new environments.


Threats 
However, there are several threats that may impede my progression.
Firstly, there is a lot of competition within the job market. This means that there will. 
likely be other candidates who have better qualifications and more experience than
me. Secondly, technology is constantly advancing. As a result, employers will expect. 
Employees to be digitally intelligent. If I fail to further my knowledge on IT, I may find.
me falling behind other applicants. 
Evidence of Readiness for Employability 
Evidence of my readiness for employment can be drawn from my time at Royal Mail.
As stated above, my role as a mail sorter has allowed me to gain skills in organisation.
and time management. For example, I am regularly required to complete sorting.
tasks within a given time which I consistently meet. This shows that I am dependable. 
and work well under pressure. 
Experience from volunteer work at a refugee centre has allowed me to improve me.
communication skills. In this role, I would support refugees through reception duties.
and translation. This allowed me to develop my confidence when working with others.
Lastly, my academic certificates show that I am always trying to better myself.
Achieving a certificate in customer service and team leading shows that I am capable.
Conclusion 
To conclude, the self-assessment conducted above shows that I am.
ready for employment. Although I have some weaknesses that I will need to address
in the future, I possess the skills employers require. Skills such as organisation, 
communication and teamwork show that I am ready for work in mailroom/admin.
roles. 
Task 3: Employment Goals and Personal Development Plan (300 words)
From my weaknesses stated in task 2, I have decided to create an employment goal.
and a personal development plan. 
My short-term goal is to become employed in either a mailroom or administrative.
position. With my current experience, I believe that this will allow me to gain more.
experience in an office environment and become familiar with any systems used.
This is an important goal as it will allow me to further my technical skills.
My long-term goal is to become an office manager. This career path aligns with me. 
Strengths as I enjoy organising, coordinating, and leading others. To achieve 
this, I will need to continue improving my skills, particularly in communication,
IT skills and management skills. 
In order to achieve my short-term goal, I will practice my written English by writing.
daily and getting my work checked by tutors. To achieve my second weakness, I will 
complete an online training course in Microsoft Excel and other office software by the
end of the year. Lastly, I will attend group events to continue bettering myself.
communication skills. 
I will know I have reached my goals when I have received confirmation of completing the
courses mentioned above. My tutors will also inform me if I am writing correctly and
I feel confident in my communication abilities.
Conclusion
From your evaluation it can be concluded that your desired job specifications and your identified personal skills match up well. Communication and organization are key components of both advertised positions and you have relevant work experience and provided evidence to support your proficiency in these areas. While you do lack some skills in academic writing and IT, you have included action items that will allow you to improve in these areas. Your employment readiness is verified and your short- and long-term goals allow for attainable and continuous growth as an administrative professional.
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