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For this assignment, I selected two job adverts for the role of Business Administrator. Although the adverts came from different organizations, both highlighted several shared skills and knowledge areas that employers consistently look for in this profession.
The first advert, from a medium‑sized logistics company, emphasized strong organizational skills, proficiency in Microsoft Office, effective communication, time management, and the ability to work independently. It also highlighted knowledge of administrative procedures, data entry accuracy, and customer service experience.
The second advert, from a public‑sector organization, focused on similar areas. It required excellent communication skills, attention to detail, teamwork, confidentiality, and the ability to manage multiple tasks. It also mentioned knowledge of office systems, recordkeeping, and basic problem‑solving skills.
Across both adverts, several common skills appeared repeatedly:
· Communication skills – both written and verbal
· Organization and time management
· Attention to detail
· IT proficiency, especially Microsoft Office
· Teamwork and interpersonal skills
· Understanding of administrative processes
These shared skills show that employers value reliability, accuracy, and the ability to work well with others. They also highlight that administration roles require both technical knowledge and strong personal qualities.
One key skill that stands out is communication. In a future administrative role, communication will be essential for interacting with colleagues, responding to emails, supporting customers, and ensuring information is shared clearly. Good communication prevents misunderstandings, improves workflow, and helps build positive working relationships. For example, if I were responsible for scheduling meetings, I would need to communicate clearly with staff, send accurate invitations, and confirm details to avoid confusion. Strong communication also supports professionalism, which is vital in any workplace.
By developing this skill further, I can become more confident in expressing myself, handling enquiries, and presenting information. This will help me perform effectively in an administrative environment and contribute positively to the organization I work for.
                                                             																										 Self-Assessment

Strengths             
One of my main strengths is my reliability. I consistently complete tasks on time and take pride in producing work to a high standard. I am also a good communicator and feel comfortable speaking with others, asking questions, and listening carefully. Another strength is my willingness to learn. I enjoy developing new skills and adapting to new situations, which helps me grow both personally and professionally. I also work well in a team and try to support others whenever possible.
Weaknesses
A weakness I have identified is my confidence in unfamiliar situations. Sometimes I hesitate to take the lead or make decisions when I am unsure. I also recognize that my time‑management skills could be improved, especially when balancing multiple tasks. Another area for development is my technical skills. Although I can use Microsoft Office, I would benefit from becoming more advanced, particularly in Excel and data handling.
Opportunities
I have several opportunities available to support my development. My current academic course gives me access to workshops, digital tools, and feedback from lecturers. I also have opportunities to gain work experience, volunteer, and participate in extracurricular activities that build confidence and employability. Online learning platforms such as LinkedIn Learning and YouTube tutorials provide free resources to strengthen my IT skills. Additionally, networking with peers and mentors can help me understand the expectations of employers and prepare for future roles.
Threats
One potential threat is the competitive job market. Many people apply for administrative roles, so I need to ensure my skills stand out. Another threat is the rapid development of technology. If I do not keep my digital skills up to date, I may fall behind. Personal circumstances, such as time constraints or lack of experience, could also affect my progress if I do not manage them effectively.



Evidence of Readiness for Employment
I believe I am developing strong readiness for employment through my academic work, practical experiences, and personal qualities. My coursework has helped me build essential skills such as research, communication, and problem‑solving. Completing assignments on time demonstrates discipline and responsibility, which employers value.
I have also gained experience working with others through group projects. These activities taught me how to collaborate, share ideas, and resolve disagreements professionally. Feedback from peers has highlighted that I am approachable, supportive, and able to contribute positively to team discussions.
Outside of education, I have participated in extracurricular activities that strengthened my confidence and organization. For example, helping with community events taught me how to manage tasks, communicate with different people, and stay calm under pressure. These experiences show that I can adapt to new environments and handle responsibilities effectively.
Mentors and lecturers have also provided encouraging feedback. They have noted my commitment to learning and my ability to engage well in class. This reinforces that I am developing the right mindset for professional growth.
Overall, my strengths, experiences, and willingness to improve demonstrate that I am becoming ready for employment and personal advancement.



Employment Goals 
Based on the weaknesses identified in my SWOT analysis, I have developed a set of short‑term and long‑term employment goals that will guide my professional growth. In the short term, my main focus is on improving my confidence and strengthening my time‑management skills. These areas are important because they directly affect how effectively I perform in both academic work and future administrative roles. Increasing my confidence will help me take initiative more often, contribute ideas without hesitation, and handle tasks independently rather than relying on reassurance from others. This is essential in administrative environments where clear decision‑making and proactive behavior are valued.
Improving my time‑management skills is equally important. By learning to priorities tasks, plan ahead, and manage deadlines more efficiently, I will be able to balance multiple responsibilities without feeling overwhelmed. Strong time‑management skills will also help me maintain a consistent level of productivity, which is crucial in fast‑paced office settings.
My long‑term employment goals focus on building a stable and successful career in administration. I aim to secure a permanent administrative position within a professional organization where I can continue developing my skills. A major part of this long‑term plan is improving my IT abilities, particularly in Excel, data analysis, and digital communication tools. These skills are increasingly important in modern workplaces and will help me stand out as a capable and adaptable employee.
Eventually, I hope to progress into a senior administrative or office management role, where I can take on greater responsibility and contribute to improving organizational efficiency.


Personal Development Plan 
To address my weaknesses, I will take several specific and structured actions that support my personal and professional growth. Improving my confidence is one of my main priorities. To achieve this, I will participate more actively in class discussions and try to contribute to at least one idea or question in every session. I will also volunteer for small leadership tasks during group work, such as organizing meeting times or summarizing group decisions. These actions will help me practice speaking up, taking initiative, and becoming more comfortable in situations where I need to lead. In addition, I will seek regular feedback from lecturers so I can understand my progress and identify areas where I can continue improving. I plan to work on this consistently over the next six months and measure my progress by how confident I feel when communicating in academic and group settings.
To strengthen my time‑management skills, I will begin using a digital planner to organize deadlines, daily tasks, and weekly goals. I will review my schedule every Sunday evening to prepare for the week ahead and break larger tasks into smaller, manageable steps. This approach will help me stay organized and reduce stress during busy periods. I will start this immediately and monitor my progress by checking whether I meet all deadlines and whether I feel more in control of my workload.
Developing my IT skills is another essential part of my plan. I will complete at least two online courses in Excel, data handling, or digital communication tools within the next three months. I will measure my progress by applying these new skills in my coursework and any practical tasks I complete.
By following this plan consistently, I will gradually overcome my weaknesses and move closer to achieving my long‑term career goals in administration.


