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Task 1 : Comparison of Job Advertisement
I chose the job of a Sales Executive to look at what skills are needed in four different adverts. These jobs were for selling computers and services to companies (B2B Technology like Netbuilder) and selling cars (Automotive Sales like BMW, Invicta, and Volkswagen). This check shows the main skills you always need to do well in sales, no matter what you sell.
A very important need in all four job adverts is a strong focus on making money and getting new customers. The advert for the B2B tech role talks about finding customers who don't know the company yet. The car sales jobs focus on talking to customers who come into the showroom to look at cars. But, the main goal is the same for all: hitting sales targets and helping the business grow. Because of this, the second key skill needed in every advert is the ability to make a deal and close the sale. This means finishing the conversation and getting the customer to sign the contract.
When we look at personal skills, all the adverts strongly ask for Self-Motivation and the ability to Keep Going (Resilience). Because sales jobs have targets and are busy, everyone needs to be very driven, manage their own time well, and stay positive even when customers say no. Also, all the adverts require excellent talking and people skills. In car sales, you must quickly build trust with the customer. In B2B tech sales, you must give clear, professional presentations that show the product's value.
For computer and knowledge skills, knowing how to use CRM Software (Customer Relationship Management) is always required. This system helps track all the customers, manage meetings, and guess how many sales will happen. The car sales jobs need deep knowledge about cars and how car loans work, and the tech job needs knowledge about computer services. However, the most shared and crucial skill is using a CRM system well to manage the sales process from start to finish. Getting new business, closing deals, being driven, and using CRM are the must-have skills for any Sales Executive.
Indeed (2025) BMW Sales Executive, job listing, Indeed UK, viewed 15 December 2025, https://uk.indeed.com/viewjob?jk=bc17e37354cc10d0&utm_source
Indeed (2025) Sales Executive, job advertisement, Indeed UK, viewed 15 December 2025, https://uk.indeed.com/viewjob?jk=3fdb807896f40a3
Indeed (2025) Sales Executive, job advertisement, Indeed UK, viewed 15 December 2025, https://uk.indeed.com/viewjob?jk=28b724b0661c86ef.
Indeed (2025) Sales Executive, job advertisement, Indeed UK, viewed 15 December 2025, https://uk.indeed.com/viewjob?jk=ca511165c87112f1.



Task 2:  Self- Assessment and Evidence of readiness 

Swot analysis is a classic strategic planning and management tool whose objective is to evaluate the internal and external situation of an organization, project, or even an individual.

	Strengths 

· - CertHE Business Skills for the workplace

· A-Level in excel, Word, Power Point.

· Logistical problem-solving, Courteous and polite demeanour, Building long term client relationships.

· Lack of a business degree – currently applying for a level 5



	Weaknesses 

· Avoiding difficult conversations – for example I do not like confrontation 

· Trouble expressing needs or asking help

· Shying away from leadership or new experiences.

· Hesitating to take opportunities 

	
Opportunities 

· Being a university student provides additional training and the opportunity to network

· Taking courses or training in my area

· Taking initiative in group task 





	
Threats

· Lack of jobs and employment opportunities

· Others with similar skills or qualifications competing for the same opportunities 

· Being judged unfairly or misunderstood because of poor communication.


My best strengths are my people skills and focus. I am very friendly and can quickly adapt to new teams and situations. This ability to get along with people helps me build trust fast with co-works and clients. I also have good communication skills, meaning I can talk and write clearly, which is important for explaining project details to different people. My focus helps me pay close attention to details, making sure the project rules and data are correct. These skills make me good at working with different teams and understanding their needs.
My main weaknesses are time management and the need to improve my English. I someone have trouble knowing how much time a job will take, and I struggle to choose which important task to do first when I have many things to do. Also, I need to make my English stronger, especially my vocabulary and grammar, to write professional reports and speak clearly in business meetings. I must improve these two areas to be a strong business analyst.
Proof of My Readiness for Work
I have proof from my schoolwork that I can use my communication and friendly nature well in a job.
Proof of Communication and Adaptability Strength (Example):
· What Happened: In a challenging group project for my course, one team member was quiet and did not share their ideas.
· My Job: I needed to get the quiet team member to share their knowledge so the project could be complete.
· What I Did: I used my friendly and adaptive nature to talk to the person one-on-one. I asked open questions and listened carefully, creating a safe space for them to speak. I then helped present their great technical ideas to the rest of the group.
· The Result: The team member started sharing more, and their ideas were very important for the project's success. This proves I can quickly connect with different people and bring out the best in a team, which is key for a Business Analyst managing various stakeholders.
Proof of Focus and Learning Readiness (Academic Example):
My focus helped me succeed in hard parts of my course, such as completing detailed market research. This task needed me to check many facts and numbers to find the main trends. This skill in paying close attention to information and details is needed to write accurate business rules and documents, showing I am ready to start the analytical tasks of a Business Analyst right away.

Task 3: Personal Development Plan 

Self Employment Goals:

Personal Development Plan
	
	Short-Term Time Frame 

What do I want to 
accomplish in the next 
three to six months?

	Long-Term Time Frame 

What do I want to 
accomplish in the next 
two to three years? 

	Section 1 - My Goals  
 
What are my overall goals that I want to accomplish in this time period? 

 


	· Goal 1- By January 2026, I would like to graduate with a CertHE Business skills for the workplace with distinction.

· Goal 2-Significantly improve my English communication skills (both written and spoken) to a strong intermediate business reports and meetings.

· Goal 3- establish an effective personal time management system to handle competing task and meet all project deadlines on time 

	· Goal 1: Set a business plan and build my own business (e.g., Small Business Consulting or Niche E-commerce). The business should be profitable in its second year.

· Goal 2: Buy a house.

· Goal 3: Buy a car.

	Section 2 - Skills and Knowledge to be 
Learned 

What specifically do I need to learn? What project do I need to work on? 
 
 



	·  Goal 1 - improving my English, grammar, vocabulary and formal writing. 

· Goal 2 - improve time management and use planning tools. 

· Goal 3 - master all core certificate business tools and concepts.
	· Goal 1 (Business Success): I want to use all the tools that I learn during the course to make sure that the business that I will build will be successful.

· Goal 2 (House Purchase): I need to learn about mortgages, loans, and saving strategies to prepare for a major purchase.


· Goal 3 (Car Purchase): I need to understand car financing, budgeting, and insurance.

	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 



	· Goal 1 (CertiHE) & Goal 2 (English): I will be improving my English and skills by reading more professional books/articles, watching business videos, and diligently completing all tasks according to the tools that the course provides.

· Goal 3 (Time Management): I will start using a formal planning tool (e.g., the Eisenhower Matrix or Pomodoro Technique ) daily to track my study hours and project deadlines. I will check my progress weekly.
	· Goal 1 (Business Launch): For the long term, I will be writing a business plan, building my understanding and skills, managing my time, and improving my knowledge regarding business setup, finance, and personal development.

· Goal 2 & 3 (Assets): I will meet with a financial advisor to create a savings plan and start researching loan rates to secure the best financial standing for buying a house and a car.


 









	
	Short-Term Time Frame 

What do I want to 
accomplish in the next 
three to six months?

	Long-Term Time Frame 

What do I want to 
accomplish in the next 
two to three years? 

	Section 4 - Resources
 

What resources do I need? 
 
 
Example: free time; funding




	I want to build my confidence to manage batter my time.to be able make that I will need to have a good plan work on my schedule and free time.
	I want to build my own business.to be able to do that I will need to create my company and invest my time and skills to make sure will be successful

	Section 5 -  Time Schedule 
 
What is my time schedule?  

	I will be scheduling around 1 hour a day to plan my self better and will be able to complete in the next 3 moth 
	I will be scheduling around 3 days a month to work in the project, and I will be able to complete in the next 2 year

	

When will I start? 
 

	I will be starting in a month time
	I will be starting in 6 month time 
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