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[bookmark: _Toc214211549]TASK 1 
[bookmark: _Toc214211550]1.1 Selected Job Adverts 
[bookmark: _Toc214211551]Table Of Comparison Of “The Four Possibles Employments”
	Job advert
	Common Skill and Knowledge
	Qualifications require 
	Schedule and others 
	Source

	Customer Inventory Administration (Yusen Logistics)
	· Set up and maintain stock files in their locations
· Ensure all processes run smoothly to meet KPIs and deadlines
· Uphold strong standard of compliance and safety 
· Prepare stock reports as requested by management and costumers
· Assist with designated warehouse relocation projects
	· Previous inventory and/or stock control experience
· An awareness of Kaizen Principles
· Excellent attention to detail and accuracy levels 
· Good working knowledge of Microsoft Office 
· Strong analytical skills
· The ability to effectively deal with, and resolve problem 
	· Monday to Friday 
· 06:00-14:30 
· Salary £26,280.07
· 22 holiday days per year 
· 18 min travel in car from my home 
· Full time 
	· Indeed

	Sales Administrator
(Hunters 4 Staff)
	· Provide excellent customer service and administrative support 
· Manage and prioritise workload effectively, ensuring timely completion of task 
· Maintain accurate records and documentation
· Collaborate with team members to ensure smooth operations
· Utilise accounting systems and IT skills to support business processes 
	· Strong organisational, numeracy, and literacy skills 
· Minimum of 12 months of experience in an administration or logistics role
· Proficiency in Zoho Inventory and Google sheets is beneficial (training provided)
· Excellent communication and teamwork skills 
· Professional conduct and a proactive attitude 
	· Monday to Friday
· Full time
· £26,000 per annum
· Alrewas 15 min from my hometown 
	· Indeed 


















	Administrator-Data Entry & Sap Support 
(JCB) 
	· Perform accurate and timely data entry into internal systems and SAP
· Maintain and updated records, spreadsheets and documentation
· Support with generation reports and basic data analysis
· Assist with filing, scanning and general administrative duties 
· Liaise with internal departments to ensure data consistency
· Provide occasional support for late shift operations when required
· Follow company procedures and maintain confidentiality of information 
	· Previous experience in an administrative or data entry role
· Basic working Knowledge of SAP (training can be provided0
· Proficient in Microsoft Office (Excel, Outlook, Word)
· Strong attention to detail and organisational skills 
· Ability to work independently and as part of a team 
· Flexible approach to working hours





 
	· Uttoxeter 
· 27 min from my Home 
Town 

	· Indeed

	Administration Assistant (Berry Recruitment LTD)
	· Working alongside colleagues to plan delivery routes for drivers 
· Dealing with delivery notes
· Data Entry 
· Dealing with queries over the phone and over email
· Printing drivers route plans and deliveries 
· Filing
· Assisting colleagues with other administration roles
	· Previous administration experience is essential 

	· Two shift available 7am to 12pm and 4pm to 9pm
· £12.21
· Stafford
· 3 minutes away by car
	· Indeed


Source: Authors own


[bookmark: _Toc214211552]1.2 Identify Key Skills:
In these jobs adverts that I chose, they have got common skills as  
a) Administration and Organizational Skills
 Across all four roles, emphasizing the strong organizational skills, someone be able to manage multiple tasks, and having a great attention to detail in documentation.
b) Data Entry and IT Proficiency
I can find they are asking for competence in data systems, Microsoft Office, and possibly SAP or ERP software.
c) Communication and Customer Service 
Also, they need someone with a strong verbal and written communication Skills, and skilled to maintain professional relationships.
d) Compliance, Accuracy and confidentiality
They are all looking for somebody reliable, trustworthy and detail-oriented, with a special focus on accuracy and integrity.
e) Logistic and Coordination 
Finally, they are looking for who understand logistics processes, inventory systems, and supply chain coordination.
[bookmark: _Toc214211553]TASK 2 
[bookmark: _Toc214211554]2.1 Self-Assessment
Using SWOT analysis using as a tool for a personal self-Assessment (D Teoli, T Sanvictores, J An – 2019)
[bookmark: _Toc214211555]Table 2: Personal SWOT Analysis
	[bookmark: _Toc214211556]Strength 
	[bookmark: _Toc214211557]Weaknesses
	[bookmark: _Toc214211558]Opportunities 
	[bookmark: _Toc214211559]Threats

	· Reliable 
· Organised 
· Manage multiple tasking 
· Trustworthy 
· Detail oriented 
	· Taking a little while at first to get use to all duties to accomplish.
· Get stressed if would not manage all from the first moment 
· I require a part time job for the moment to look after my children 
	· Any of the job is going to give me experience related to the modules I have seen this year 
· Working with the System ERP or continuing with SAP 
· Plus extra income to my house 
	· I could not begin at any job if it did not fit in my responsibilities 
· Having many qualifying competitors



Source: Authors own 
[bookmark: _Toc214211560]2.2 Evidence Of Readiness
For this year, 2025 in my first year in the University. I have achieved many achievements with my assignments related with personal growth.
For my assignments, I have learnt use lots better Word and PowerPoint. Creating tables for improvised the vision of the document and better understanding.
· Making an automatic table of content reducing the amount of time to concentrate in other important parts in the assignment.
· Note taking, having improvement for later using to studying and applying in my assignment.
· Problem solving and get preferences to meet the deadlines in the different purpose assignments
· Even it is not my strength I feel that I progress a bit my presentation skills. Although I will continue to develop this area as I have got a long way ahead.
· Time management I think it was one that I have been upgrading in my case. Arriving most of the time on time to my Lectures. 
· Also, the courses on the E-Library were helping me with the References.
· In addition, the interactions with the colleagues who are coming give us a sense of reality and sometimes advices to help us to improve ourselves 
· Finally, we have been guided for the Lectures to improve how to structure our work especially with the new Lecturer who was coming. 
· Other important skill I was learning was how to make a cover letter and CV
I believe all these steps we have done; is helping me to improve my assignments.
On another hand, I have notice having our Lectures with all different people. I mean people who has already their own business also people in the opposite direction were making us improve our critical thinking and what can we do or not to improve ourselves and do better in our time in and out of the university. One of the things I feel really pleased we have done was the CV and Cover letter. Previously, I have never done a CV or any Cover letter. 


[bookmark: _Toc214211561]TASK 3 
[bookmark: _Toc214211562]3.1 Set Employment Goals
Using SWOT ANALYSIS as tools for setting up goals in middle and long term (P Emiliya, V Natalia, A Oleg.2016) 
[bookmark: _Toc214211563]Table 3 & 4 : Set Employments Goals 
	Goals To Middle Term

	Strengths 
	· Improved academic and digital skills 
· Good time management 

	Weaknesses 
	· Presentation Skills still developing 
· Need part time hours due to childcare 
· Limited ERP/SAP experience 

	Opportunities 
	· Part-time employment can give me experience related to my degree 
· University support and training 
· Chance to build my CV and confidence 

	Treats
	· Competition for flexible jobs 
· Work-study-family balance may cause stress
· Some roles may not offer suitable hours


Sources: Authors Own 

For my Middle-Term goals: I am going to focus on securing a part-time job related to my studies, developing ERP or SAP skill, strengthening your presentation abilities, and building confidence through practical experience.
My strengths- such as reliability, organisation ,multitasking and improved academic skills. It will help me adapt to new responsibilities and perform well in early job roles.
These qualities also support my ability to balance work, study and  family. However I am still facing weaknesses such as limited ERP/SAP experience, developing presentation skills, and the need for flexible working hours due to childcare. All these challenges may slow my progress slightly, but they can be improved with training and practice. On the other hand on the other hand I believe I have got a strong opportunities as access to university resources, exposure to new skills, and the ability to build your CV through part-time work. The main Threats include competition for flexible jobs, possible stress from balancing responsibilities, and fewer roles offering suitable hours. Overall, my medium-term success relies on gradually building skills and choosing roles that support your personal circumstances.



	Goals To Long Term

	Strengths
	· Strong organisation, reliability and detail orientation
· Continuous improvement and growing experience 
· Ability to multitask effectively 

	Weaknesses 
	· Need more advance technical training
· Presentation confidence may still need building 

	Opportunities 
	· Career specialisation and promotions
· Increased income and job stability 
· Strong professional network after degree

	Treats 
	· Technology and job market changes 
· Possible work- life balance challenges


Sources: Authors Own 
In my goals for Long-Term:  involve securing a stable full-time position, becoming highly skilled in ERP/SAP, completing your degree, and achieving a strong work-life balance. My strengths: organisation, reliability attention to detail, and multitasking-position you well for professional growth and more complex roles in the future. Over time, the experience gained from part-time work in addition my academic development will help me to fell more confident and competitive in the job market. While for weaknesses such as the need it  for advanced technical skills and full confidence in presentations may continue to develop, these can be overcome thorough continued practice, training and exposure to real workplace settings. Having valuable opportunities to build a professional network, specialise in administrative and pursue long-term career stability. The Treats include evolving technology, changing job markets and maintain work-life balance as responsibilities grow. However, with persistence, resilience and ongoing learning, is possible to reach my long-term  goals  successfully.

[bookmark: _Toc214211564]3.2 Develop a personal Development Plan 

	Goal
	Action
	Skills
	Timeframe

	Part-time job
	Update CV & apply
	Communication
	1-3 months

	Improve ERP/SAP
	Online courses
	Digital Skills 
	6-12 months

	Presentation skills
	Practice & tutorials
	Public speaking
	6-12 months

	Time management
	Use planner & prioritise 
	Organisatation
	Ongoing


Sources: Author own 

A Personal Development Plan (PDP) is a tool that helps individuals organise their goals and identity the actions, and resources needed to achieve them (SAJ Beausaert, MSR Segers, WH Gijselaers.2011). The simplified PDP created here focuses on four key areas you want to develop: obtaining a part-time job, improving ERP/SAP skills, strengthening presentation abilities, and enhancing time management. These goals support my medium-term and long-term progression through university and into my future career.

My first goal, securing a part-time job, allows me to gain practical experience while studying. Updating my CV, preparing a cover letter, and applying regularly are essential steps. This will help me to develop communication and job-application skills and build confidence in the workplace. 
My second goal, improving ERP/SAP knowledge, is important my long-term career aspirations. Completing online courses and practising through university resources will gradually build the digital competence needed for administrative or system-related roles.
My third goal focuses on presentation and communication skills, which are essential both academically and professionally. By practising in class, watching tutorials, and seeking feedback, I will gain confidence and clarity when speaking in front of others. Finally, improving my time management is crucial in balancing my  responsibilities as a student, parent, and future employee. Using planners, prioritising task, and organising your schedule will reduce stress and help I meet deadlines consistently.

Overall, this PDP provides a structured plan that allows me to manage my development step-by-step. It highlights what I need to improve, what skills I will build, and how I will measure progress. With consistent effort, these goals will support my academic success now and my professional success in the future.
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