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Introduction
The test provides a methodical study of the capability, behaviour along with development criteria to become a level one job applicant as a Business Administrator in the UK. It begins by looking into four job adverts that are being undertaken to determine the main competencies and knowledge areas that employers invariably emphasise on in jobs in an administrative role. The comparison will give me a yardstick in which to compare my personal profile in employability. The second segment of the assessment involves self-assessment with the description under the framework of SWOT model as defining the strengths weaknesses, opportunities and threats with the assistance of some pieces of evidence within the academic, personal and professional experiences. This reflection will be further built on by the concluding section which sets up of short and long term career goals followed by a Personal Development Plan that identifies realistic and quantifiable steps to improve my employability. All these elements make a complex analysis of my readiness to work and actions that are required to move forward in the sphere of administration.
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An analysis of four advertised positions in the UK regarding an entry-level position of Business Administrator reveals that most of the advert positions are focused on the acquisition of the core skills involved in an administrative job, without mentioning, the great people skills (Biea et al., 2023). Developed communication, whether spoken or written in any adverts is also believed by the employers to be a basic requirement, because of the basic role that must be performed in the adverts regarding the internal and external communication. The organisational competencies are also restated and they refer to the need to plan time, documents and systemisation of the day-to-day office operations.
The other universal requirement is the aptitude to work on basic applications of IT, in particular, Microsoft Office (Chuang, 2022). The employers still emphasize on word processing, spreadsheets and email administration as the necessity to possess the bare minimum of the day-to-day administrative work. It also focuses on concentration especially in reference to data entry, documents handling and accuracy, on administrative reporting.
Even the skills in customer services that are more connected with front-desks work or communicating with the clients are mentioned in the adverts. Fewer of them claim to be conversant with data protection concepts and competent with office equipment gear, which shows that there are industry and size-based differences. In general, this comparison should be seen as an attempt to cognize the fact that there exist a definite degree of competencies of the entry-level Business Administrators, and the differences are determined by the context of the workplace needs.
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This self-evaluation of my present position of employability using my profile reveals that I have a location of strengths in relation to me and there is also areas that I have to work on according to specifications on the advertisement (Husain et al., 2025). These are my core competencies since I have great communication skills in written word, high level of organisation and reliability. Academic assignments have helped me demonstrate my skill of writing consistent and well-organized writing material within time and to what it is supposed to do so. The organisation has also enhanced my organisational skills since in most cases I am the one whom the work and community records are expected to be organised under. This is a sign of the desire to be bold in approaching the administrative processes.
Nevertheless, my evaluation also has certain flaws. I also possess a basic knowledge on the Microsoft office although the level of my mastery of the Excel software continues to be pathetic with mere formatting and entering the data. Further, when I do not understand my role, my communication can be stuttering and it might affect the self-confidence of my administrative face to face communication. The other thing that I have established about the development is that I should be more acquainted with administrative systems in the workplace setting since I have only been exposed to the academic setting.
Despite all these shortcomings, it still has a number of opportunities that favour my developments (Jerca, Jerca and Hoogenboom, 2021). The university would offer me employability workshops and training on IT skills and opportunities of volunteering that will give me the chance to enhance the field practice. Overall, the online course is prolific and herein lies what promises the opportunities of specific skills training.
Regarding preparedness to work, I may say that I showed reliability and appropriate work management in the course of my academic work since I have never missed the deadline when I had to complete various modules. I have been exposed to team work with other colleagues as well as interpersonal skills that are also a requirement in the office based job. As provided by the feedback of tutors, I have been able to be strong in speaking and productive when discussing in groups. Moreover, the practice of applying to customer-service spheres, such as a retail store or volunteering experience granted me patience, professionalism, and skills to find, quick and easy solutions to trivial questions pleasantly and effectively.
On the whole, self-assessment revealed that I have a range of underlying competences to work in the environment of the entry-level Business Administrator job, and I have outlined the areas of my further development that would allow me further increase my employability profile.
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Source: (Galit Liffshiz, 2015)
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The short-term objectives are connected with the changing my shortages as they can be reflected in my self-assessment system and enhancement of my preparation in the job of the administrator (Lisovskaia and Kucherov, 2025). The first goal is to make sure that at the end of six months, my competency in Microsoft Excel will be on intermediate level. With enhancing this skill, I will be able to make data entries, develop basic formula and spread sheets without any form of fear as demanded by the employer. I shall execute it by registering in a professional online educational course in excel, and by using sample datasets on a regular basis. The other short-term objective is to improve my professional skills in communication especially when I am not in the know or in a formal context. To accomplish this, I will attend university seminars on workplace communication and become more proactive in delivering presentations and attending group discussions to make me feel more at ease. Exposure to administration by volunteering or working part-time will be the third objective since I will be acquainted with office equipment and what the administrative type of the work can possibly look like in the real life.
My long-term objectives are also not specific to the position I will hold when joining the firm and can be understood as my expectation of various jobs in general in my life. The long term objectives that possibly can be achieved are the elevation to top administrative or office coordinators in three to five years. It will involve the creation of good organisational skills and experience in administration and increase of responsibility in an office establishment. The other long term objective will be to pursue additional professional studies, i.e. recognised administration/ business qualification, to see that my career prospects increase manifold. Besides that, I would like to make certain that my capabilities in addressing more complicated administrative tasks, like working with simpler budgeting or as a contributing project coordinator, and empower me to address the job administration at the long-term level.
The other method of achieving these objectives is available in my individual development plan which is scheduled in terms of actions, time frame and resources (Chimunhu et al., 2022). To begin with, I will also enrol in an online course covering Excel and make sure that I use and practice it at least once a week. To enhance my communication which is somewhat intermediate: I will do at least two university workshops during this semester, and I will not be shy about taking an opportunity of speaking in an academic context. In the practical context of working in an office, I will use the opportunity to work in dynamic movements as an office volunteer and part-times on-campus administrative positions. The outcomes of the progresses will be obtained in the shape of performance itself, enhanced self-belief in the circumstances under which the communication is based, as well as the potential to implement the learned skills in practice.
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Conclusion 
This in combination with interpretation of employment adverts and my self-reflection and career plan has helped me to understand what I can expect of an entry level administrative job position entailing the occupational and whether I am already prepared to fulfil these expectations. The aspect of my weaknesses and strengths has assisted me in devising one or two weaknesses that I would want to work on especially the IT competence and communication confidence. The development plan and goals that I have formulated are realistic and well explained steps of improving my employability. Being a continuation practice and willing to further improve the skills and practical work experience, I am well positioned to become a Business Administrator and keep on gaining heights in the profession.
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