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Task 1 
There are different skills required for an Administrative Assistant position compared to a Corporate Receptionist role. In the Livv Workplace advertisement, a Corporate Receptionist must demonstrate very strong communication and customer service skills (Reed.co.uk, 2026). This role focuses on front ‑of ‑house duties, visitor management and delivering a high‑quality customer experience.
In contrast, the Administrative Assistant position places greater emphasis on administrative accuracy, document handling, data entry and organisational skills (Indeed.co.uk, 2026). Communication is still important, but the role is mainly centred on internal office support rather than direct customer interaction.
Although the two roles have different priorities, they share several key skills. Both require good communication, strong organisation, professionalism and the ability to work independently. These shared skills show that both positions rely on clear communication, efficient task management and a professional approach to daily work.
Most important skill: Communication
Communication is the most important skill in both roles because it directly affects how well you interact with residents, clients, colleagues and contractors. In my profession, whether I am working as a concierge, receptionist or administrative assistant, clear communication helps me provide a professional and positive experience for the people I support.
Good communication also makes it easier to share information accurately, solve problems effectively and keep daily tasks running smoothly. It helps build strong and respectful relationships with residents, clients and team members, which is essential in any customer‑focused or office‑based role.
With my background in concierge work, banking and administration, communication is not only my strongest skill but also the one that most improves my performance and employability. It allows me to handle different situations confidently, support others efficiently and maintain a high standard of service in every role I take on.
Task 2 – 
A SWOT analysis is a strategic tool used to evaluate Strengths, Weaknesses, Opportunities and Threats in relation to personal development or organisational planning. It helps individuals understand their internal abilities and limitations, as well as external factors that may support or challenge their goals (MindTools, 2023). SWOT is important because it helps identify personal strengths to build on and highlights weaknesses that require improvement. It also shows external opportunities that can support career growth and identifies threats that may affect employability. In addition, SWOT supports clearer decision‑making, more effective career planning and the creation of realistic and achievable goals (Indeed Career Guide, 2024).

	Strengths  
·  Strong communication skills

· Good organisation and time management

· Professional and reliable attitude

· Bilingual (Portuguese/English)

· Experience in customer service

· Experience in administration and documentation

· Ability to work independently

· Quick adaptation to new environments


	Weaknesses 
· Limited UK office‑based experience

· Still improving written English

· Time pressure from work and studies

· Need to learn more UK administrative systems

· Sometimes over‑focused on perfection

· Limited confidence in formal writing

· Need to expand professional network in the UK

· Adjusting to different workplace expectations



	Opportunities 
·  Growing demand for admin and customer‑facing roles in London

· Higher Education course improving employability

· Chance to progress into office‑based roles

· Access to training and development in the UK

· Networking through university and work
· Multilingual skills valued in diverse workplaces
· Expanding job market in hospitality and administration

· Possibility to gain UK references and experience

	Threats 
· High competition in the London job market

· Economic changes affecting employment

· Fast‑changing technology requiring constant learning

· Regulatory or workplace requirements

· Rising cost of living in London
· Limited entry‑level roles in some sectors
· Employers preferring candidates with UK experience

· Changes in hiring trends or industry demands




Evidence of Readiness – 
First, I want to become an Administrative Assistant in the future, and my current studies and experience show that I am developing the right skills for this role. Second, I am completing a Certificate in Business for the Workplace, which is helping me build the knowledge needed for office‑based tasks. Next, my education and my experience as a concierge and receptionist have strengthened my communication, organisation and customer service abilities. 
In addition, these skills help me manage tasks well, work professionally with colleagues and clients, and keep accurate records. Furthermore, supervisors have recognised my punctuality, strong work ethic and commitment to high‑quality results. 
Finally, my background in banking, administration, logistics and customer service shows that I am responsible, detail‑oriented and ready to progress into an Administrative Assistant position.  

Task 3 
Employability Goals 

Goal 1: Finish my Certificate in Business for the Workplace by June with strong grades, while improving my written English, time management and participation in academic activities.
Goal 2: Take short professional courses in management, technology and customer service to strengthen my academic knowledge and prepare for the next stage of my education, including progressing to university after completing my Certificate in Business.
Goal 3: Continue my academic development by progressing to higher‑level studies and improving key skills such as leadership, problem‑solving and communication to support my long‑term growth in the administrative field.
Goal 4: Develop stronger digital and administrative skills, including Microsoft Office and online systems, to support my future work in office‑based roles.
Goal 5: Build a professional portfolio by completing academic projects, assignments and short courses that demonstrate my skills and readiness for administrative positions.
Goal 6: Gain early experience in the professional world by seeking out opportunities for volunteering, work experience or part-time work that will help me achieve my long-term goal of working in the administrative and business sector.


Personal Development Plan 

A Personal Development Plan is a structured process that helps individuals set goals, develop skills and plan actions that support academic and professional growth. First, it identifies strengths and areas for improvement, allowing learners to understand what they need to develop (Pedler, Burgoyne and Boydell, 2013). 
Next, it organises goals into short, mid and long‑term stages, providing direction and motivation. Then, it supports continuous learning by helping individuals monitor progress and adjust strategies when necessary. In addition, a PDP encourages reflection, improves decision‑making and strengthens confidence in academic work. 
In conclusion, a Personal Development Plan is important because it helps learners stay focused, manage time effectively and prepare for future study or employment. Therefore, it is a valuable tool for achieving long‑term academic success (Megginson and Whitaker, 2007).

	 
	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  
 
 
 
	 Goal 1: I want to graduate from the CertHE Business with high marks by June. 
Goal 2: I want to take short courses to strengthen my knowledge and prepare for university in September. 
Goal 3: I want to develop my skills and continue my studies to progress into a supervisory or managerial role in administration. 
Goal 4: I want to improve my written English to produce clearer and more accurate academic assignments. 
Goal 5: I want to participate more actively in class to build confidence in academic communication. 
Goal 6: I want to complete all assignments and resits on time by improving my time‑management and study routine.

	 Goal 1: I want to progress to university and continue developing my academic knowledge after completing my CertHE. 
Goal 2: I want to complete additional academic and professional courses to strengthen my skills in business and management. 
Goal 3: I want to improve my academic writing, research and communication skills to succeed in higher‑level studies.
 Goal 4: I want to develop stronger digital skills, including Microsoft Office and academic research tools. 
Goal 5: I want to complete university modules with strong grades to build a solid academic foundation. 
Goal 6: I want to build confidence in independent study by managing multiple academic tasks effectively.

	Goal 1: I want to complete my university degree and continue developing advanced academic skills. 
Goal 2: I want to deepen my knowledge in business and management through higher‑level academic modules and research. 
Goal 3: I want to build strong academic competencies that will support my progression into further study or postgraduate education. 
Goal 4: I want to develop advanced analytical and problem‑solving skills to prepare for professional administrative roles. 
Goal 5: I want to gain the academic and professional skills required to apply for administrative roles in major organisations such as JP Morgan, HSBC or Barclays.
 Goal 6: I want to build a strong academic and professional profile that will support my long‑term goal of working in a reputable financial or corporate institution.

	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: Complete all assignments on time by improving my time‑management skills and seeking clarification when needed. 
Goal 2: Strengthen my academic writing skills to produce clearer, more structured and well‑referenced assignments. 
Goal 3: Develop my research skills by learning how to find reliable academic sources and apply correct Harvard referencing. 
Goal 4: Improve my English grammar and vocabulary for academic purposes. 
Goal 5: Build confidence in class participation and academic communication. 
Goal 6: Learn how to use academic platforms such as Moodle, Office 365 and online libraries effectively.
	Goal 1: Develop stronger academic research skills to prepare for university‑level study. 
Goal 2: Improve academic writing and critical thinking to succeed in higher‑level assignments. 
Goal 3: Expand my knowledge in business and management through additional academic courses and study projects.
Goal 4: Learn how to complete longer academic projects such as reports, case studies and reflective essays. 
Goal 5: Strengthen digital academic skills, including Excel, Word and research databases. 
Goal 6: Build independent study habits to manage multiple academic tasks effectively.

	Goal 1: Strengthen advanced academic skills required to complete a university degree successfully. 
Goal 2: Deepen my academic understanding of business and management through higher‑level modules and research projects.
 Goal 3: Build strong academic competencies to support progression into further study, such as postgraduate or specialised programmes.
 Goal 4: Develop advanced analytical and administrative skills relevant to corporate environments. 
Goal 5: Gain the academic preparation needed to apply for administrative roles in organisations such as JP Morgan, HSBC, Lloyds or Barclays. 
Goal 6: Build a strong academic and professional profile that supports long‑term employability in the business and financial sector.

	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
	Goal 1: Write and submit all assignments and resits by the deadlines. 
Goal 2: Attend all classes, participate actively and complete weekly academic tasks. 
Goal 3: Meet with tutors to clarify doubts and improve my academic writing skills or send them an email. 
Goal 4: Create and follow a weekly study plan to manage time effectively. 
Goal 5: Practise academic English daily to strengthen grammar and vocabulary. 
Goal 6: Use Moodle, Office 365 and online libraries to complete academic activities.
	Goal 1: Begin university modules after completing the CertHE. 
Goal 2: Enrol in academic and professional courses in business, management and digital skills. 
Goal 3: Complete research projects, essays and case studies required by the course. 
Goal 4: Practise academic writing and Harvard referencing regularly. 
Goal 5: Develop independent study habits to manage multiple academic tasks. 
Goal 6: Strengthen digital academic skills, including Excel, Word and research databases.

	Goal 1: Complete all university modules with strong grades.
Goal 2: Build a professional CV aligned with administrative and business roles. 
Goal 3: Apply for internships or entry‑level roles in companies such as JP Morgan, HSBC or Barclays. 
Goal 4: Continue academic development through advanced courses or postgraduate study. Goal 5: Gain relevant experience through volunteering, university projects or part‑time administrative roles. 
Goal 6: Develop the academic and professional profile needed to progress into a corporate or financial institution.
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