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Task 1- Comparison of Business Administration Job Adverts and Key Skills

For this task, I selected two Business Administration apprenticeship vacancies: the Business Administration Apprenticeship offered by the Heathrow Shared Apprenticeship Scheme and the Business Administrator Apprentice role advertised on CV-Library. I chose these vacancies because they provide opportunities to develop practical skills while gaining recognised qualifications. Comparing these adverts shows the key skills employers expect from candidates.
Both job adverts highlight the importance of communication skills. Business administrators must communicate professionally with colleagues, customers, and external organisations through emails, telephone calls, and face-to-face conversations. Strong communication supports teamwork, customer service, and the efficient running of an organisation (CIPD, 2023).
Another important skill in both adverts is organisation and attention to detail. Employees are expected to maintain accurate records, prepare documents, organise information, and complete administrative tasks efficiently. This shows that business administrators need to prioritise their workload, meet deadlines, and work accurately.
[bookmark: _Int_3qn94Cpv]Both employers also require knowledge of Microsoft Office, including Word, Excel and Outlook, as well as a willingness to learn new systems. This reflects the increasing importance of digital skills in administrative roles (World Economic Forum, 2023). Teamwork, reliability, and a positive attitude are also valued.
The Heathrow apprenticeship focuses more on supporting different departments, while the CV-Library role places greater emphasis on everyday office administration and customer enquiries.
[bookmark: _Int_0reVZJKE]The skill I believe will be most valuable in my future career is communication. My previous part-time roles at DM Cosmetics and New Yorker helped me build confidence by assisting customers, answering questions and working with colleagues. I have also strengthened this skill through presentations and group work during my Business studies. In a Business Administration role, I will use these skills to build positive working relationships and provide effective administrative support.


Task 2- Self-Assessment and Evidence of Employability Readiness
	Strengths  


·  Strong communication skills developed through customer service.
· Good organisation and time management skills.
· Good teamwork and interpersonal skills.
· Proficient in Microsoft Word, Excel, Outlook and PowerPoint.
	Weaknesses


· Limited office-based administrative experience.
· ne
· Need to improve confidence when presenting to large groups.
· Need to develop more advanced Microsoft Excel skills.
· Limited knowledge of some business administration software.



	Opportunities 
  

· Business Administration apprenticeships and entry-level roles.
· [bookmark: _Int_A6pOU0n8]University course develops business and employability skills.
· Online training courses to improve digital skills.
· Careers fairs, networking events, and employer workshops.

	Threats 


· High competition for administrative positions.
· Applicants with previous office experience may have an advantage.
· Balancing university
· studies with work commitments.
· Rapid changes in workplace technology require continuous learning




Completing this SWOT analysis has helped me understand both my strengths and the areas where I need further development. My communication, organisation and teamwork skills have been developed through my previous role as a Sales Assistant and through my university studies. These transferable skills are valuable because Business Administrators communicate with colleagues, customers, and external organisations daily.
The SWOT analysis has also highlighted areas that I need to improve. Although I have gained valuable work experience, I have limited experience in an office environment. Improving my Microsoft Excel skills and gaining practical administrative experience through an apprenticeship will increase my confidence and employability. Reflecting on my strengths and weaknesses has helped me create realistic career goals and understand the importance of continuous professional development (Cottrell, 2021).

Evidence of Readiness 
I believe I am well prepared to begin a career in Business Administration because I have developed relevant knowledge and transferable skills through both my education and previous work experience. As a first-year Business student studying for a Certificate of Higher Education in Business Skills for the Workplace, I have completed presentations, written assignments and group projects that have improved my communication, research, problem-solving and teamwork skills. These activities have also strengthened my ability to manage my time, meet deadlines, and work effectively with others.
My previous role as a Sales Assistant at DM Cosmetics and New Yorker has also prepared me for a professional working environment. My responsibilities included assisting customers, processing payments accurately, maintaining organised displays, responding to enquiries, and following company procedures. Working in retail taught me the importance of professionalism, attention to detail, and providing excellent customer service. It also improved my confidence when communicating with different people and working as part of a team to achieve daily targets.
[bookmark: _Int_dFJJi1gv]In addition to my academic studies and work experience, I have demonstrated a positive attitude towards learning and self-development. I enjoy learning new skills, accepting feedback positively, and always try to improve my performance. I understand that Business Administration is a career that requires continuous learning because organisations regularly introduce new systems and technologies. For this reason, I am committed to developing my knowledge and practical skills throughout my career.
Overall, I believe that my combination of academic knowledge, practical work experience and willingness to learn demonstrates my readiness for employment. Although I recognise that I still need to gain office-based experience and improve some technical skills, I am confident that an apprenticeship or entry-level Business Administration role will provide the opportunity to continue developing professionally and achieve my long-term career goals.




Task 3- Employment Goals and Personal Development Plan
Employability Goals 

The weaknesses identified in my SWOT analysis have helped me set realistic employment goals for my future career. My main short-term goal is to secure a Business Administration apprenticeship or an entry-level administrative position while continuing my studies. This will allow me to gain practical office experience, improve my administrative knowledge and apply the business skills I have developed at university. Gaining workplace experience is important because it will help me become more confident in a professional environment and develop the practical skills that employers expect.
My long-term goal is to progress into a Business Administrator or Office Manager position with greater responsibility. I would like to continue improving my knowledge of business operations, leadership and administration so that I can contribute to the success of an organisation. These goals are important because they match my career aspiration of building a successful career in Business Administration and continuing to develop professionally throughout my working life


Personal Development Plan 
A Personal Development Plan (PDP) is a structured plan that helps an individual identify development needs, set goals and plan actions to improve their knowledge and skills. It is important because it provides clear direction, supports continuous learning and helps individuals monitor their progress towards their career goals (Cottrell, 2021).






	 


	Short-Term Time Frame  
What do I want to  
accomplish in the next  
three to six months? 
	Mid-Term Time Frame  
What do I want to  
accomplish in the next  
six months to two years?  
	Long-Term Time Frame  
What do I want to  
accomplish in the next  
two to three years?  

	Section 1 - My Goals   
  
[bookmark: _Int_S6Zt4i16]What are my overall goals that I want to accomplish in this time period?  
Example: become a Student Affairs Officer; learn computer graphics  
	
Goal 1: Complete my first year of the Cert HE Business Skills for the Workplace with good grades.

Goal 2: Improve my Microsoft Excel skills.

Goal 3: Increase my confidence when giving presentations.

	
Goal 1: Secure a Business Administration apprenticeship or entry-level administrative role.

Goal 2: Gain practical office-based experience.

Goal 3: Develop my knowledge of administrative systems and procedures.
 
	
Goal 1: Progress into a Business Administrator position with greater responsibility.

Goal 2: Develop leadership and management skills.

Goal 3: Build a successful long-term career in Business Administration.

	Section 2 - Skills and Knowledge to be  
Learned  
 
What specifically do I need to learn? What project do I need to work on?  
Example: Student advising;  
Banner; Dreamweaver; develop a procedures manual  
	

Goal 1: I need to improve my time management and organisational skills.

Goal 2: I need to improve my Microsoft Excel and digital skills.

Goal 3: I need to develop my confidence in professional communication.
	 
 Goal 1: I need to develop practical Business Administration skills, including document management and record keeping.

Goal 2: I need to improve my professional communication and workplace skills.

Goal 3: I need to gain practical office-based experience and understand administrative procedures.
	 

Goal 1: I need to develop leadership and management skills.

Goal 2: I need to improve my decision-making and problem-solving skills.

Goal 3: I need to develop a stronger understanding of business operations and office management.
 

	Section 3 - Next Steps 
  
How am I going to acquire the skills and knowledge? How am I going to do this project?
 
Example: take Dreamweaver class; do an  
informational interview; set up a project outline  

 Exact Timing you will complete the goals 
	
Goal 1: To improve my time management skills, I will keep a to-do list and use a weekly planner to organise my university work.

Goal 2: I will complete an online Excel course and practise using Excel regularly.

Goal 3: I will practise presentations and participate more actively in university group activities to improve my professional confidence.
Exact timing: I will complete these goals within the next three to six months.
	 Goal 1: I will apply for Business Administration apprenticeships and entry-level administrative roles to gain practical experience.

[bookmark: _Int_k2XSqUDS]Goal 2: I will attend university careers workshops and use feedback from lecturers and employers to improve my professional communication.

Goal 3: I will gain practical office experience and learn how to use administrative systems and procedures.
Exact timing: I will work towards these goals during the next six months to two years.
	 
Goal 1: I will take on additional responsibilities at work and complete relevant training to develop my leadership skills.

Goal 2: I will practise decision-making and problem-solving by taking responsibility for workplace tasks.

Goal 3: I will continue professional development to improve my knowledge of business operations and office management.
Exact timing: I will work towards these goals during the next two to three years.
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