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Introduction:
This work will look at the skills and qualities required for the junior business jobs. I will compare them with the skills i already have and what i need to learn. I have looked at two local jobs i would want to work for, and thought about my own strengths and areas to improve. I will also make a clear plan to build my skills in order to ready myself for these type of positions in future.
Task A:	
Job Advert Comparison And Key Skills Analysis
I have picked two real entry-level business roles based in the west midlands, to see what employers acutally looking for when you are starting out a career in business management. The first is Junior Business Support Officer posted by Birmingham City Council Business Services ( May 2026);  the second is Trainee Operations Coordinator advertised by Midlands Retail Logistics Ltd, which is a regional supply chain and operations firm since (June 2026). Both jobs teach you the basics you need to work in general management, but each focuses on different things. Both job roles have different prioritise. To completely understand what employers actually look for, i have looked at two different entry-level jobs available locally. These both jobs are the kind of work i aim to do.
Shared Core Skills and Knowledge
There are three main requirements in both adverts that employers ask for, matching the employability standards set for business graduates (Chartered Management Institute, 2003).
1. Clear, Purpose-driven communication:
	Both employers are asking that should have ability to explain information clearly to the colleagues, clients and suppliers. Must be able to write accurate emails, reports and meeting minutes. Should have ability to adapt your style for different audiences from frontline staff to senior managers.
2. Organisation and performance management:
Both of the roles involve managing several tasks, meeting deadlines, to keep accurate records. Employers emphasise that reliable planning is necessary to keep projects running smoothly and avoid unnecessary costs.
3. Problem-solving and teamwork:
Both advert are looking for someone who have ability to find small issues before they grow, work with others to find practical solutions. Who can take responsibility for their part of the project.
There are also clear differences can be seen. The council role places more weight on public sector governance. They have strict policies to follow, they work with public budgets, and they engage with community stakeholders. The private sector role pays more attention on commercial ability. There duties includes to improve processes, to reduce waste, and meet with customers and meet business growth targets.
From these job roles i can confidently see the areas i am already doing well in and there are few parts where i will need to work hard to gain that i am looking for. Both job roles are looking for someone who is careful when handling details, can adapt to different situations and treat people with respect. These are all the things which i already use within my daily work i do. At the other hand i have seen few areas where i need to gain experience. 
Applying a key Skill in Future Business Roles
[bookmark: _Int_HYoJBcqJ]One skill I will bring to every management role is consultative active listening. As explained by Hale (2020), this isn’t just waiting for your turn to speak but it to understand what someone means to reply, have ability to notice unspoken concerns, to check assumptions, and to ensure that all voices are heard before making decisions.
 In business, if you guess what someone wants or don’t listen properly, and if you are ignoring feedback leads to poor client relationships which makes things go wrong, wasted resources, or team conflict. For example, if a team member says “ this task takes too long”, it may not be that they are slow, but it could mean the process is badly designed, or they don’t have full access to the right tools. 
Active listening will help me build trust with teams and clients, i will be able to make better informed decisions, and will create solutions that actually work for the business and the people involved within the business. 

TASK B: SELF ASSESSMENTN AND EVIDENCE OF EMPLOYABILITY
SWOT analysis is a standard business tool to access current position and plan strategic growth (Cottrell,2019). I have use this to see how ready i am for a career in business management.




SWOT ANALYSIS
	                Strengths

· Strong practical organisation: to manage lots of different dates and times, budget and appointments for my household and family commitments has taught me to plan ahead and keep accurate records.
· Adaptability: i can change my plans fast when there is something needs urgent changing or when things come up unplanned, it is a key skill for fast moving business environments.
· Detail focused:  i have strong commitment and i am focused to check work a carefully to avoid errors, and can regularly follow rules and guidelines.
· Committed to fairness: to make sure completely that all people are treated with respect, which helps in building strong, fair and open teams.
	        Weaknesses

· I have not got a chance yet to work in paid, formal roles within business or office settings.
· I still feel a little unsure of myself when sharing my ideas or speaking up in larger meetings.
· I’m still learning my way around some business terms and ideas, such as supply chain management, financial reporting and corporate governance are still new to me.
· Sometimes i take on too many tasks to help others, which means sometimes fall behind my own work.

	             
             OPPORTUNITIES

· Free local training in business administration, project management and digital skills through Birmingham City Council’s employability Programme.
· Access to college workshops on business planning and report writing.
· More companies want managers who can do well without forgetting people matters too. 
	           
THREATS

· Lots of people apply for these  for entry level business roles in the West Midlands.
· Rapid changes in technology mean i will need to keep updating digital skills regularly.
· Economic uncertainity may slow recruitment or limit training budgets in some organisation.




Evidence of Readiness for Business Management
My personal experience has taught me that work just as well in business management. For example, managing my Son’s education and support needs has required me to work with schools, health services and local authorities, keep detailed records, negotiate for resources, and adapt to changing requirements. All of the core project and stakeholder management skills. His support worker noted in a 2025 review that i “organise complex information clearly and advocate fairly for the best outcomes.” which is exactly what is needed when managing projects or representing a team.
Last year, i planned and ran a community event for parents of children with additional needs. I consulted 22 people to identify what they wanted, i set a budget, booked the venue for the event, arranged all the resources, and for this i worked with three volunteers. The feedbacks i received about the event that showed that it met the needs of the most people who attended it. This shows i can do the kind of things  business need like stakeholder management, how to plan a project, how to coordinate with the team members and delivery against the objectives (Quality Assurance Agency,2021).
On my Access to Business course, i achieved a good grades for an assignment on customer service and team leadership, with tutor feedback that i “use examples well to show how people management leads business to success”. I have completed an online course in basic bookkeeping and workplace organisation aswell, that shows i am already building the technical knowledge which is required for the business roles. 

TASK 3: 
EMPLOYMENT GOALS AND PERSONAL DEVELOPMENT PLAN
Employment Goals:
These goals are exactly what i need to work on, in my SWOT analysis and aligned with my aim to build a career in operations or general business management.
I have divided my goals in short-term and long-term periods to achieve them.
Short-term goals ( next 12 months):
1. My goal is to complete  certified training in business administration and project management basics by January 2027, and to build my primary technical knowledge.
2. Earn atleast 60 hours of work experience or perform volunteer work in an office or business setting, to practice professional skills to reach my goals in life.
3.  To build confidence in professional communication prepare clear point questions for each group discussions and meetings.
Long-term goals (3-5 years):
1. My aim is to find  a long term role as an Operations Assistant or Junior Business Manager.
2. I aim to gain specialist knowledge in small business management or community enterprise.
3. I want to complete a Degree in Business management.
These goals are important because they build on my natural strengths, fill gaps in my experience which will help me to make sure that, i have all the experience what local businesses actually want right now.
			
Personal Development Plan
	    Action
	    Timeline 
	Resources Needed
	How Progress Will Be Measured

	
Courses of business admin and project management
	
Sep 2026 - 
Jan 2027
	
Course access, 2-3 hours per week study time
	
Keep certificates, and apply skills to college assignments

	
Gain business related work experience
	
Sep 2026 -
Aug 2027
	
CV, travelling costs, time
	
Log hours and by asking supervisor for feedback every 2 months

	
To prepare one contribution per meeting
	
Sep 2026 onwards
	
10 minutes preparation time to add everything in notebook.
	
Write down each contribution and ask for feedback if unsure

	
Study one business topic within a month
	
Sep 2026 - 
Dec 2026
	
Access to textbooks, college library and online resources
	
Write down a short summary of key points learned






Conclusion
By looking at these two job roles has made things much easier for me to see my abilities clearly. As i can see from the work i have produced that i already have some of the primary qualities employer looks for. But i also realised that there are alot of things that i need to learn. The plans i have made will help me to take things step by step. I am sure and confident now that what i need to do next. All this will help me to achieve my aims and goals in my life.
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