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Comparing Two Job Advertisements and Key Skills

1.1 Document Controller's Job Comparison

I have chosen two jobs as document controller at Sword Group and AECOM. Both positions are full-time hybrid roles that require strong organisational skills, effective communication, and careful attention to detail.

Sword Group primarily engages in engineering, energy, and technical initiatives. The position emphasises the organisation and verification of technical documentation while utilising platforms like SharePoint, OpenText, and PIM360.

The document controller position emphasises the organisation, accuracy, and accessibility of project information while collaborating with various project teams.

1.2 Comparing the key skills and knowledge

One big commonality is the significance of communication. Sword requires great written and verbal communication to collaborate effectively. AECOM requires excellent communication and interpersonal skills. 

A typical skill is attention to detail. Both positions include keeping records accurate and evaluating documents so that information is controlled in the right way. 

Organisation is also necessary. Both companies want the document controller to be able to handle vast amounts of information in a methodical way and keep accurate records throughout the lifecycle of the document.

Both professions also require knowledge of digital document management systems. Sword speaks explicitly to Electronic Document Management Systems like SharePoint. OpenText and PIM360, whereas AECOM requires an understanding of SharePoint, Common Data Environments and Information Management Systems.

There are, nevertheless, some variances. Sword is more about asset operations, engineering documentation and system administration. AECOM has a stronger focus on confidentiality, analytical problem-solving, time management and working cooperatively across disciplines.

The Association for Project Management describes information management as the collection, storage, stewardship, sharing and retention of project information. This is typical of many of the duties stated in both job adverts.


1.3 Applying a key skill to my future role

A critical competency highlighted in both job postings is meticulousness.
In a prospective document controller position, I would employ this competence to verify document numbers, versions, filenames, and approval information prior to document dissemination. Utilising an erroneous or obsolete document may lead to complications for the project team.

Meticulousness would help me identify errors and ensure that documents meet both organisational and project specifications. This would help to minimise inaccuracies and maintain precise information.

This ability also intricately connects with both the organisation and communication. If I discover an error, I must rectify it and notify the appropriate individual. Consequently, meticulousness would enable me to deliver precise information and assist the project team efficiently.


Evidence of Employability & Self-Assessment
2.1 Personal SWOT Analysis

Prospects (2026) says that SWOT analysis can help people figure out what skills they already have, what they need to work on, and what job challenges they might face.

Strengths: Language skills are one of my main strengths. Communication with clients, students, coworkers, and other stakeholders is something I've done in my job. This ability has made it easier for me to talk to different people and handle different scenarios.

Organising things is one of my strengths. Right now, I'm in charge of planning activities, talking to partners, and helping with hiring and training new employees. Because of these duties, I have to keep track of information, set priorities for tasks, and meet deadlines.
 In a former business development job, I helped potential students and got to know them as professionals. I have also helped and trained about 35 agents, which has helped me become a better leader and learn how to solve problems.

Weaknesses: The technical side of document management tools is something I need to work on. I'm good at organising and talking to people, but the Sword and AECOM jobs require me to know how to use systems like SharePoint, electronic document management systems, and common data environments.

Interview confidence is another thing that needs work. I've had trouble explaining my accomplishments in a clear way at times. Focusing on the situation, job, action, and result has helped me get better at this since I learned the STAR method.

Opportunities: One important chance is to build a career in document control and project information management. 

Threats: One potential threat is competition from people who have direct experience as document controllers. Both job postings ask for experience managing documents, and AECOM wants people who have worked as document controllers or in similar roles before. This means that people with more direct knowledge may have an edge when applying for these jobs.

2.2 Employability Readiness Indicators

Working as a professional has helped me learn many skills that will help me in my future job in construction and design.

In my present job, I plan activities and talk to different groups of people who have a stake in them. This has helped me get better at organising, time management, communication, and fixing problems.

I learnt how to handle my responsibilities, meet my goals, and build professional relationships through my previous work in business development. Helping out about 35 agents made me a better boss and made it easier for me to give advice and make things clear.

Working as a private nanny also helped me learn how to be responsible, keep secrets, be reliable, and be trustworthy. These skills are useful in the construction industry, where it's important to be able to work with different people and keep information safe.

Overall, the things I've done in the past have given me a solid base of skills that I can build on while I study interior design and gain more experience in building.


2.3 STAR Method
The STAR method helps me explain my skills using real examples. In my previous role as a business development manager, I supported a network of around 35 agents.
Situation: I was responsible for supporting the agents who helped potential students.
Task: I needed to provide guidance and make sure they understood the correct procedures.
Action: I regularly communicated with the agents, answered questions, explained procedures and helped solve problems.
Result: This experience improved my communication, leadership and problem-solving skills and increased my confidence when supporting others.
The National Careers Service explains that STAR stands for Situation, Task, Action and Result. It can be used in job applications and interviews to provide clear evidence of skills and experience.
2.4 Reflection on What I Have Learned from the Module
Employability and Career Development taught me how to more seriously look at my skills and experience, which was one of the most useful things I learned.
The SWOT analysis helped me to see not only my skills but also my weaknesses, as well as my chances and possible problems.The STAR system helped me organise my answers and show what I could do in interviews. 
Dr. Sujeewa Herath's help with interview prep has boosted my confidence and taught me better ways to talk about my accomplishments. 
Finally, learning about the Personal Development Plan (PDP) taught me that to advance in my career, I need to set goals and take action to improve things. 
Employment Goals and Personal Development Plan

3.1 Short-Term Employment Objectives

Short-term, one of my goals is to gain more technical skills in the construction space. I am going to learn more about project coordinating, SharePoint, project management systems, and version control over the next six months. I will get better at these skills by getting training online, learning at work, and practising on my own time.


3.2 Long-term employment Goals

My long-term career goal is to become an interior designer, even though I am currently learning skills that will help me with project coordinating, clients and documents.

In the next three to five years, I am keen to learn more about interior design, get better at doing it, and gain experience in the field. I want to improve the things I'm already good at, like talking to people, staying organised, being creative, and working with clients.

It will still be useful for me because organisation, communication, attention to detail, and being able to work with different people are all important skills in interior design.

3.3 Personal Development Plan

· Construction experience: Work as a construction worker while you are studying interior design. Time frame: one to two years.
· Project coordination: Get better at organising, communicating, and coordinating projects as you work your way up to the job of project coordinator. Two to three years is the time frame.
· Know a lot about technical design: Work closely with design managers to find out more about drawings, materials, design methods, and how design decisions are made in projects. Two to four years is the time frame. 
· Interior Design studies: Finish my interior design studies and learn more about design principles, materials, and project needs. Two to four years is the time frame.
· Career progression means that I want to use my experience in building, coordinating, and designing to move up in my career and become an interior designer. Three to five years is the time frame.

I will monitor my progress and update my personal development plan as needed. This plan will let me gain real-world building experience while also improving my technical and interior design skills.
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