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[bookmark: _Toc224778256][bookmark: _Toc224778312]Task 1 — Compare Job Adverts (Business Administrator) 
The chosen job in this exercise is a Business Administrator, which facilitates organisational activities in both the public and private sectors. Two job ads were reviewed: a Business Administrator vacancy posted by NHS Jobs (2026) and a Business Support Administrator job posted by Indeed UK (2026). Even though the functions are carried out in separate fields, both advertisements reflect comparable skill and knowledge sets required to perform well in administration.
The NHS Business Administrator advertises specialising in helping to sustain health services with systematic administrative tasks. Major duties involve coordination of meetings, databases, administration records and ensuring that information in administrative systems is accurate. Departmental coordination and organisational data manipulation to aid service delivery are also expected in the role. This shows the role of administration in efficiency and communication in complex healthcare settings (NHS.UK, 2026)
.
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Advert 1: Business Support Administrator via NHS.UK
Source: (NHS.UK, 2026)
Comparatively, the Business Administrator advert in the private sector conveys operational and business support. Duties involve day-to-day business operations, maintaining company records, supporting sales, and serving as a conduit of communication among teams and clients. The role focuses on organisations efficiency and productivity with a smooth coordination across departments. Although it is a commercial environment, the fundamental administrative requirements are comparable to the NHS role (NHS.UK, 2026).
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Advert 1: Business Support Administrator via Indeed
Source: (Indeed, 2026)
	Jobs / Role
	Skills Required
	Education / Qualifications

	NHS Business Administrator
	Communication, organisation, teamwork, attention to detail, IT/database skills
	GCSEs/A-levels or equivalent; admin experience

	Private Sector Business Administrator
	Communication, time management, customer service, multitasking, IT proficiency
	Business-related qualification preferred

	Common Requirements (Both Roles)
	Strong communication, teamwork, organisation, problem-solving, digital literacy
	Basic education + relevant experience/training


Source: Author’ Own
Comparing both adverts, it is possible to identify some common areas of skills and knowledge. These are good communication, organisation, time management, teamwork, attention to detail, skill in IT systems and databases. Employers require administrators to handle the information correctly and to interact professionally with peers and stakeholders. This similarity indicates that administrative competencies can be inter-industry independent of the organisational context.
Out of these common traits, communication skills are a strong aspect of the Business Administrator profession. Administrators regularly communicate with their colleagues, managers, customers and other external stakeholders, and it demands transparent speech and writing. To give an example, NHS administrators are required to communicate information among healthcare teams, whereas private-sector administrators address clients and internal departments and facilitate their operations (Indeed, 2026). In both positions, it is necessary to write emails professionally, respond to questions, and provide valid information.
Communication also fosters team effort within the workplace and avoids miscommunication, which may hinder organisational activities. Information flows effectively as administrators are a central point of contact and organisational objectives are realised. 


[bookmark: _Toc224778257][bookmark: _Toc224778313]Task 2 — Self-Assessment Using Swot Analysis
One aspect of the use of reflective self-assessment in developing employability skills is that it allows individuals to assess their existing skills, identify opportunities, and develop future career development plans. In this section, a SWOT analysis (Strengths, Weaknesses, Opportunities and Threats) is used to assess my suitability to work in a business administration career. The analysis assists in revealing the role of my academic experiences and personal development in the workplace skills and areas that need additional development.
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Figure 3: SWOT Analysis 
Source: User-Created
[bookmark: _Toc224778258][bookmark: _Toc224778314]2.1 Self-Assessement


Strengths
Group assignments in my Business Skills programme have helped me cultivate one of my strongest areas: teamwork. Learning to cooperate with other students meant that we had to share the burden, hear other opinions, and deliver on common deadlines. These experiences taught me the importance of cooperation to promote productivity and realise shared goals. Employers are appreciating teamwork as nowadays modern organisations rely on teamwork between departments to accomplish tasks effectively.
My fundamental IT competency in Microsoft Word and PowerPoint is another strength. During my courses, I have utilised the tools to prepare assignments, presentations, and reports. The frequent use has enhanced my skills in composing professional papers and conveying ideas in a visual presentation. Digital literacy is a necessary skill in employability skills since positions in administration are majorly dependent on technology in communication, record keeping, and reporting (Kadhim, 2024).
I have also been very time-conscious as I have managed to finish my coursework on time. The combination of numerous tasks requires one to organise, prevent distractions, and exercise self-discipline (Patzak et al., 2025). 
Weaknesses
In spite of these strengths, some areas need development. One of the weaknesses is the absence of professional work experience, and that is what exposes me to the reality of workplace settings. You can study everything on paper at school, but you need practise to acquaint yourself with organisational expectations and workplace culture.
However, I also talk with fear during lectures, and this interferes in my speech and eloquence. Business administrators need effective verbal communication and should participate in meetings and deliver information with confidence.
In addition, I ought to work on my skills in Excel. I have no experience with spreadsheets to report and analyse and my computer skills are basic. In administrative work, I would have to work with spreadsheets, monitoring performance, and so by learning to work better in this field, I will become a good employee.
Opportunities
Professional growth is possible in many ways. Career workshops and employability training programmes, which operate at the university, provide advice on how to write a CV, prepare an interview and communicate in a professional manner. These activities will help in closing the divide between academic and professional needs.
The second opportunity is an internship or work placement, and this will give me a live life experience and help me apply my theoretical knowledge in real business environment. Professional confidence and networking are also developed as a result of work experience.
Moreover, there are online platforms where courses devoted to business software and professional skills are available (Adeleye & Ekanem, 2025). The internet-based certification in Excel or business communication can also help improve my technical expertise and demonstrate initiative to my prospective employers.
Threats
My employability can also be affected by external factors. A competitive job market is a major threat, given that numerous applicants have similar qualifications and skills. This heightens the significance of acquiring other competencies and practise in order to be distinguished.
Limited industry exposure is another weakness because it can limit my knowledge of workplace expectations. In the absence of practise, it can be harder to move on to work. Economic unpredictability and evolving business demands might also impact entry-level work practises and thus lifelong learning is vital.


[bookmark: _Toc224778259][bookmark: _Toc224778315]2.2 Evidence Of Employability Readiness
The acquisition of employability skills can be testified to by my studies. In a way, the ability to meet deadlines in assignments has improved my organisational and time management skills. Such skills are reliable, and this is what employers consider critical in management.
My teamwork and communication have improved due to teamwork presentations. Other students’ cooperation, preparation of presentations, tasks and help to find a common ground was also a kind of collaboration. The positive feedback shown by the lecturers was that I could become a productive team player, which helped to confirm my desire to use professional teamwork.
Classes and discussions have also helped me to sharpen my problem-solving skills. Cases also tested my thinking and decision-making skills because I learnt how theoretical materials can be applied to real business situations. This demonstrates flexibility and flexibility to study, which employers value highly.
To conclude, this self-analysis indicates that despite having the basic employability skills, including teamwork, digital literacy, and time management, professional experience, confidence, and advanced technical knowledge need to be developed further. The exploration of these spheres will enable me to understand my future profession better and will enable me to set achievable career goals and a progress plan.


[bookmark: _Toc224778260][bookmark: _Toc224778316]Task 3 — Employment Goals and Personal Development Plan
[bookmark: _Toc224778261][bookmark: _Toc224778317]3.1 Employment Goals
Given the shortcomings noted in the SWOT analysis, to help me in my career development in the sphere of business administration, it is necessary to formulate clear employment objectives. These goals (both short-term and long-term) would help me to develop my skills and prepare to fulfil my future professional duties.
[bookmark: _Toc224778262][bookmark: _Toc224778318]3.1 Short-Term Employment Goals (6–12 Months)
My main short-term objective is to become fluent in business communication, especially communication in a personal setting and in the workplace. Gaining confidence in how to introduce and communicate with others will support me in delivering on the job in meeting and group contexts (Rahman, 2024). This is a significant objective since communication is essential to administrative roles, as effective information exchange and professional interaction are the essentials to organisational success. This goal will make me more confident and prepared for entry-level administrative roles.
[bookmark: _Toc224778263][bookmark: _Toc224778319]3.2 Long-Term Employment Goals (3–5 Years)
In the long term, I see myself becoming a Business Administrator and transitioning to an Office Manager. The discipline aligns with my interest in organisation, coordination, and facilitation of business activities. In the long term, I would also like to develop advanced administrative and managerial skills that would allow me to coordinate the workflow, support teams and make organisations efficient. This goal will provide professional stability and career development.




[bookmark: _Toc224778264][bookmark: _Toc224778320]3.3 Personal Development Plan
These goals will be met in the following way in my personal development plan:
	Action
	Timeline
	Resources
	Measurement of Progress

	Attend communication workshops
	3 months
	University careers service
	Increased confidence in presentations

	Improve Excel skills through online courses
	6 months
	LinkedIn Learning / online tutorials
	Completion certificate and practical use

	Apply for internships or part-time roles
	12 months
	Job websites and career fairs
	Securing work experience


It is a development plan with precise action plans, schedules and quantifiable outcomes, which would keep the improvement going and help me escape education into professional work.
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I confirm that this study is my own original work and has been completed in accordance with the university’s academic integrity guidelines. All sources used have been appropriately acknowledged and referenced without use of AI.
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Job details

B Ppay
£15 an hour

& Job type

Temporary Full-time

Location

© Chester CH70

Full job description
Business Support Administrator - Chester Area - 6 Month Contract

We're recruiting on behalf of a long-established manufacturer based near Chester,
known for delivering innovative, sustainable solutions to industries including
pharmaceuticals, food, and consumer goods.

Operating from a cutting-edge facility this business is growing rapidly and investing
heavily in technology and talent. They’re now looking for a Business Support
Administrator to join their team and help keep operations running smoothly.
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Job summary

To provide a comprehensive administration support to a team across
the full range of commissioned services Secure Care, CAMHS Tier 4,
Perinatal and Adult Eating Disorders. There will be an expectation for
the post holder to be highly motivated, flexible and enthusiastic with
excellent organisational and secretarial skills. Tasks will include
meeting organisation; comprehensive minute taking; responsibility for
keeping key regional and national databases updated; use of and
updating regional bed management systems and checking that the
day to day data is correct and up-to-date.

Main duties of the job

The post holder will have word processing skills and computer literacy
and will be required to maintain an up-to-date knowledge of
Information Technology. The post holder will need to meet deadlines,
collate data and maintain standards relating to administrative
processes. The post holder may be expected to line manage others.

The post holder will be expected to work without direct supervision
and manage their own workload.




