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Task 1 
There are different skills needed for a Legal Assistant position. In a company called Adams Kaye (Indeed.com. 2026) a legal assistant needs to have a variety of skills like legal literacy and mainly reliability, effective communicating, problem solving. In addition, a Legal assistant should haver relevant qualifications such as legal diploma, secretary certificate 
In addition, a similar position in Reed also requires a set of skills form their Legal assistant Legal literacy, reliability, effective communicating, problem solving (add here more sentences)

Therefore, as can be seen above, both positions ask for a reliability. Reliability is a backbone of legal work because a single missed deadline or minor document error can lead to dismissed case, massive financial loss or a total breach of client trust. So, that makes reliability essential in law-based careers.

In addition to reliability, they both need effective communication skill, why is effective communication skill essential in this career field is because you are bridge between lawyers, clients and courts one misunderstanding can lead to incorrect legal advice, missed court dates, or damages client relationship
ONE skill that you consider the most important and why 
Effective communication is more essential because you are a bridge one misunderstanding can cause a lot of problems. So, communication leads to understanding if there is no understanding in a work place this misunderstanding can create chaos and bankruptcy 














Task 2 
Find a definition of SWOT – RESEARCH and why SWOT is important 
SWOT is a strategy planning tool used to identify and evaluate ab entity's internal strength and weakness alongside its external opportunity and threats. Its importance lies in providing a clear, concise overview of these critical factors, which enables informed decision making, effective strategy development and proactive time management.
	Strengths  
 
·  Communication
· Curiosity of knowing 
· Critical thinking
· Observer 
· Adaptability
· Self-awareness
· Strong work ethics 
· Passion and enthusiasm 
· leadership



 
 
 
 
 
 
 
 
 
 
	Weaknesses 
· Procrastination
· Time management
· Fear of failure
· Difficulty in accepting feedback
· Lack of networking skills
· Fear of inefficiency
· Hesitation to embrace

	Opportunities 
· connection
· Growth
· Learning
· Progress
· Discovery
· Innovation
· collaboration
 
 
 
 
 
 
 
 
 
	Threats 
· Delays
· Setbacks
· Stagnation
· Conflict
· Isolation
· Underachievement
· Political environment 




Evidence of Readiness 
Currently I am studying for Certificate in business. Developing my communication by practicing active listening and clear expression, sharpen critical thinking by analysing from multiple viewpoints, enhance observation by focusing on details, embrace adaptability through new experiences and flexibility, deepen self-awareness with introspection and feedbacks, build a strong work ethics with discipline and execution, fuel passion by aligning with interest and acknowledging progress, and satisfy curiosity by consistently asking questions and exploring

Task 3 
Employability Goals 
In the future I have a range of goals I would like to achieve: 

Goal 1 = One of my key goals is to overcome the weaknesses presented in my SWOT.
Goal 2 =One of my key goals is to finish my education business skills level4 with a higher mark
Goal 3 = One of my key goals is to start learning Law and have a degree
Goal 4= One of my key goals is to work in a law firm with profound salary
Goal 5= One of my key Goal is to live a stable life









Personal Development Plan 
DEFINITION OF A PERSONAL DEVELOPMENT PLAN and why it is important (research)

	 
	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   
  
What are my overall goals that I want to accomplish in this time period?  
 
  
 
Example: become a Student Affairs Officer; learn computer graphics  
 
 
 
	 
 
1. I want to graduate from the CertHE business with high marks in the next three months. 
2. I want to start learning law 
3. I want to have a degree in law 
	 
1. I want to get a job by the qualification I have 
2. I want to build up my networking
3. I want to learn short term course about AI
 
	1. I want to start working in law firm as a legal assistance
2. I want to graduate and have my degree
3. I want to have stable life and have my own family  

	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  
 
 
 
	 
1. Complete assignment, and time management to complete deadlines, ask information for resits.  
2. Overcome my weakness
3. I want to develop my digital skill
	 
 1. I want to develop my skills by taking training or doing voluntary 
2.I want to develop my communication skill to build up my network
3. I want to practice long time reading
	 1. I want to be aware of some advance legislations
2. I want to be very good at time management
3. I want to be a very responsible man


	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
	1.  Write the resit assignment, meet the resit tutor, submit the assignment. - Write term 3 assignments 
2. Developing long time reding and critical thinking
3. Being consistent and disciplined  
	 1, define and be aware of legal concepts 
2, start reading law related books 
3, assessing myself based on what I read
	 1, Graduating with a high mark
2, be aware of most legal concepts 
2, being a good speaker and negotiator 
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