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[bookmark: _Toc227869418]Task 1: Compare Job Adverts
[bookmark: _Toc227869419]Two Job Adverts
The two jobs that will be employed to conduct this appraisal are the Junior Administrative Assistant and the Executive Assistant. These two jobs are within the administrative profession, but there are some differences between the two jobs in terms of duties, knowledge, experience and power. Junior Administrative Assistant is a junior job post intended to aid in the running of the office, but the higher-ranking position of the Executive Assistant is a position requiring supervision, decision-making and management. The bare minimum skills needed to be on the junior level of an administrative assistant are the communication skills, data entry skills, data organisation skills and knowledge of Microsoft Office. Record keeping, appointments, emails and support personnel are its main tasks. This office will serve others and make sure that office activities run normally. 
On the other hand, the position of Executive Assistant demands a high level of skills like leadership, problem solving, decision making and strategic planning. Some of the tasks include the administration of administrative teams, project management, preparing reports and ensuring that the organisational goals are met in an efficient manner. Such a position will require more responsibility and experience than the junior position. Despite the disparities, there are several skills and areas of knowledge that are common to the two job positions. They are communication, organisational, computer literacy, attention to detail and time management skills (Cottrell, 2021). The common skills matter in guaranteeing efficiency and effectiveness in administrative work, regardless of the level of the post.
[bookmark: _Toc227869420]Skill identification 
Time management is one of the competencies that are significant in the two functions among these mutual competencies. The administration professionals may simply be expected to be capable of coping with a multitude of tasks at the same time, including schedule maintenance, email reply, and paperwork. Time management is useful in enabling employees to prioritise, meet deadlines and be productive. Relevance professional skill in the UK workplace is time management because time and punctuality are valued in the workplace (Antić and Bogetić, 2022). Time management would assist a Junior Administrative Assistant to accomplish the tasks that are assigned to them properly and in a timely manner, and assist the rest of the team members. It is even more necessary when it is an Executive Assistant because they have a task to see to it that the work of their teams is done, to organise the work and ensure that the organisational goals are met in time.



[bookmark: _Toc227869421]Task 2: Self-Assessment
[bookmark: _Toc227869422]SWOT Analysis Self-Assessment
To assess my readiness to work in the administrative field and career growth, I self-assessed myself using the SWOT analysis framework. This plan assisted me in determining my strengths, weaknesses, opportunities and threats as far as the skills necessary to work in the occupation of the Junior Administrative Assistant and the Executive Assistant are concerned.
Strengths
One of my strengths is that I possess great communication skills. I can express myself orally and in writing, and this is required in the administration area because one must express themself to the other workmates, clients and managers (Indeed, 2025). My organisational abilities are also excellent, and this is what makes me able to cope with tasks and have properly organised work systems. My other strength is my fundamental computer application skills like Microsoft Word, Excel and PowerPoint. They are usually employed in administration to document, manage information and presentation. Dealing with people as well has helped me to learn how to work as part of a team, accountable and deadline-conscious.
Weaknesses
I have also been informed to understand that I still have my areas of weakness and strengths. Time management is one of my weaknesses. I can realise its significance, though sometimes I am unable to concentrate on my work, and this may result in wasting time on work. The second weakness that I have is that I have no experience working in the field as an administrator. I possess a little bit of theoretical knowledge but lack any practical experience working in a real workplace. This would influence my self-esteem to take up better jobs like the Executive Assistant. My decision-making and problem-solving abilities are also to be enhanced. I also tend to depend on other people rather than taking the initiative in situations that may be challenging to me, and that does not augur well in senior jobs where I am supposed to be capable of making my own decisions.
Opportunities
There are several opportunities that I will be able to utilise in enhancing my employability skills. Availability of online learning sites is one of the greatest opportunities because I will be able to develop skills of time management, communication and leadership. I will also have an opportunity to attend workshops and training programs provided by my university to develop professionally (Perrmann-Graham et al., 2025). The other opportunity is the field experience through internships, part-time employment or volunteering. They will assist me in putting my theoretical knowledge into practice in life and become confident. Secondly, I can be capable of learning by networking with other professionals in the field using networking sites such as LinkedIn, which will allow me to gain insight into what is expected of the industry and be informed of career opportunities in the administrative field.
Threats
The external factors also have some impact on my career development. Among the greatest threats is the stiff job market competition, particularly in the UK, where there are several job applicants who are seeking work in administrative positions. This implies that I will have to continue developing my competencies to be outstanding (GOV.UK, 2025). The other threat is the rapid advancement in technologies. Many management tasks are performed by machines, and that is why the digital skills of the employees must be improved on a regular basis. My employability can be affected by not being flexible to such changes. In addition, experience can also be a factor in the process of finding the most desirable jobs, since it is comparable to that of the other candidates. Not only will the employers tend to favour the person who has his experience in the workplace, but it also means that I will have to make a serious effort to achieve the much-needed exposure.
[bookmark: _Toc227869423]Evidence of Readiness 
I would assess my employability preparation as rather high; I would say that my personal growth and academic achievement attest to this. Besides this, my ability to learn and adjust to new circumstances will also be a testament to my potential both as a person and as a professional. The other area that I am also struggling to manage is my weak sides, mainly in time management through making schedules and prioritising. Overall, I believe that I have a solid background of skills and a positive attitude towards learning and development, yet there is much work experience that I need to acquire. This renders me ready to step into the administrative sphere first.


[bookmark: _Toc227869424]Task 3: Employment Goals and Personal Development Plan
[bookmark: _Toc227869425]Employment Goals
With my self-assessment, particularly on the areas that I have indicated as weaknesses in my SWOT analysis, such as time management, the absence of real-world experience and problem-solving, I have been able to come up with both long-term and short-term employment goals. The other short-term objective I would like to attain is to secure an entry-level position such as a Junior Administrative Assistant. This will help me have a hands-on experience, develop my organisational and time management skills and understand what is required of me in the office in a professional set up. I would also want to start at a junior post to have the capacity to be confident and to acquire the skills needed in the administrative field. My long-term goal would be to work as an Executive Assistant. This position also aligns with my career objective, which is to take up leadership positions, leading teams and making the organisation successful. This will be achieved by means of lifelong learning, talents and by getting the working experience.
[bookmark: _Toc227869426]Personal Development Plan (PDP)
· I was able to keep deadlines and examine my progress either on a weekly or monthly basis.
· I will get internships, part-time work or volunteering in less than six months to get experience. This will also help me to learn in life and improve my self-esteem.
· Workshops, Internet courses and group activities will help me to develop my problem-solving and decision-making. They will also help me to know how to deal with the challenges independently.
I will also know how well I am improving since I will see myself completing my tasks, what my mentors or supervisors are advising me to do and even how I am approaching my tasks. Overall, the plan will enable me to develop both professionally and enable me to achieve my long-term objective.
[bookmark: _Toc227869427]
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