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Task A: Compare Two Job Advertisements and identify Skills
The administrator profession requires employees to possess a combination of technical knowledge, communication skills and organisational skills with organisational abilities. For this task, there are two administration assistant positions at Wyndale in Worcester, while the second is a similar administration assistant vacancy. Both adverts show that employers are looking for organised, reliable, and motivated individuals who are able to support the daily running of a business.
The Wyndale Administration Assistant role requires excellent communication skills because the successful candidate will be responsible for answering telephone calls, responding to emails, and acting as the main point of contact for clients. The role also involves updating spreadsheets, preparing reports, coordinating maintenance work, and supporting the managing director with administrative duties. Employers expect applicants to demonstrate initiative, professionalism, organisation and a positive attitude.
The second administration assistant advert also highlights similar tasks. It requires applicants to have good customer service skills, knowledge of Microsoft Office, strong organizational abilities, accurate record-keeping, and the ability to work independently and as a part of a team. Time management and attention to detail are also considered essential because administrative employees often deal with confidential documents, appointments, and customer enquiries.
Several common skills appear in both job adverts. Communication is one of the most important things because administration staff interact with customers, colleagues, and managers every day. Organization is equally important because employees must priorities tasks, maintain accurate records, and meet deadlines. Both adverts also value teamwork, professionalism, reliability, and computer skills, particularly Microsoft Office applications.
One key skill that i would use in my future employment is communication. Throughout my previous work experience as a healthcare assistant Assitant in Romania, an intercultural lunchtime monitors in Spain, and in my warehouse roles in the United Kingdom, I developed the ability to communicate effectively with people from different backgrounds. I learned how to listen carefully, explain information clearly, and provide support to others. These experiences have helped me become patient, approachable, and professional. 
Good communication will help me succeed as an administration assistant because I will regularly answer telephone calls, respond to emails, support customers, and work closely with colleagues. Strong communication also helps reduce misunderstandings, improve teamwork, and provide excellent customer service. Developing this skill further will support my long-term career progression within business administration.
Task B: Self-Assessment Using SWOT Analysis
Strengths 
One of my greatest strengths is communication. I have worked in healthcare, education, manufacturing, and logistics, where I interacted with patients, children, parents, customers, and colleagues. These experiences helped me develop confidence when communicating with people from different backgrounds. My ability to speak English, Romanian and Spanish also enables me to communicate with a wider range of people and provide better customer service.
Another strength is organisation. During my employment with HelloFresh and AM2PM Agency, I was responsible for meeting strict deadlines while maintaining accuracy when preparing customer orders. These roles require careful planning, attention to detail, and the ability to work efficiently in busy environments. I also developed organisational skills while managing my family responsibilities, appointments, and household tasks.
I am also reliable and hard-working. Throughout my career I have adapted successfully to different working environments, including healthcare, education, logistics, and manufacturing. I consistently complete my responsibilities to high standards and work well under pressure.
Teamwork is another important strength. Every role I have undertaken requires cooperation with colleagues to achieve common goals. Working together effectively has helped me understand the importance of respect, flexibility, and supporting others.
Weaknesses 
One weakness is my limited office administration experience within the United Kingdom. Although I have developed many transferable skills, I still need practical experience using office systems and administrative software in a professional office environment.
Another weakness is my knowledge of advanced Micosoft Excel. I understand basic computer functions but i would like to improve my ability to use formulas, PivotTables and spreadsheets because these skills are required in many administrative positions.
I also want to improve my confidence when speaking in formal meetings or presentations. While I communicate well with individuals and small groups, presenting larger audiences is an area where I would like further development. 
Opportunities 
My previous work experience provided opportunities to build a successful career in administration because I already possess valuable transferable skills such as communication, teamwork, organisation and problem-solving.
I am also studying to develop skills that are relevant to school and administrative environments. This education provides opportunities to improve my qualifications and become more competitive when applying for future roles.
Completing additional training in Microsoft Office, customer service and business administration will improve my employability and prepare me for more senior positions in the future.
Threats 
Competition for administration jobs continues to increase because many applicants possess similar qualifications and experience.
Technology is changing rapidly, meaning employers expect staff to understand new digital systems and software. Continuous learning is necessary to remain competitive. 
Balancing work, personal responsibilities, and professional development is another challenge that requires effective time management.
Evidence of Readiness for Employability and Personal Advancement
My previous employment demonstrates that I am prepared for future employment. As a healthcare assistant at the Red Cross Hospital in Romania, I learned responsibility, teamwork and professional communication while caring for patients. This role strengthened my ability to remain calm under pressure and provide high-quality support. 
Working as an intercultural lunchtime monitor in Spain further developed my communication and interpersonal skills. I supported children, promoted inclusion, and worked closely with parents and colleagues. These experiences taught me patience, responsibility, and safeguarding awareness.
More recently, my warehouse positions at HelloFresh and AM2PM Agency strengthened my attention to detail, teamwork, and ability to meet deadlines. Working within busy warehouse environments requires accuracy, efficiency, and commitment to health and safety procedures.
My multilingual abilities, varied work experience, and commitment to continuous learning provide strong evidence that I am ready for employment and future career progression. I am motivated to continue developing my knowledge and skills while contributing positively to my future employer.
Task C: Employment Goals and Personal Development Plan 
Following my SWOT analysis, I have identified several employment goals that will support my future career.
My short-term goal is to secure an administration assistant position within a professional organization or school environment. This role will allow me to gain practical experience using administrative systems, improve my computer skills, and develop my confidence within an office environment.
My long-term goal is to progress into an office manager or business support manager position. I would like to lead a team, supervise administrative processes, and contribute to organisational success. These goals are important because they provide opportunities for career progression, personal development, and financial stability.
To achieve these goals, I have created the following Personal Development Plan.
	Development need 
	Action 
	Timescale 
	Resources

	Success measure

	Improve Microsoft Excel 
	Complete an online Excel course 
	3 months 
	Microsoft Learning, LinkedIn learning 

	Gain certificate and confidently use advanced Excel

	Gain office-administration experience

	Apply for administration assistant positions

	Within 6 months 
	CV, job websites, recruitment agencies

	Secure an administration role

	Improve confidence 
	Participate in meetings and presentation practice 
	6 months 
	Online courses and workplace opportunities 
	Increased confidence and positive feedback

	Continue professional development 
	Attend training courses and workshops 
	Ongoing 
	Employer training and online learning 
	Improved knowledge and career progression


This personal development plan provides a structured approach to improving my skills and preparing for future employment opportunities.
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