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Task 1: Job Advert Comparison and Key Skills Analysis
To find out what skills are needed for a career in operations coordination, I looked at two job adverts: an Operations and Project Coordinator role at Cornerstone Place, advertised through Doing Good Recruitment (CharityJob.co.uk, 2026a), and an Operations Coordinator/Administrator role advertised through Office Angels (Reed.co.uk, 2026b), both open to applicants in and around London.
While the two organisations are very different, both adverts are alike in some ways. They're both looking for someone who's organised and who can manage various tasks, the Cornerstone Place advert describes moving between “strategic thinking and practical execution,” while the Office Angels one wants someone who can multitask across a busy office. Communication with a range of people comes up in both too — Cornerstone Place wants someone who can “communicate clearly and effectively with a wide range of stakeholders,” while Office Angels is looking for someone to be the first point of contact for visitors, contractors and suppliers. The other common link is problem solving; again, this is more of a requirement at Cornerstone Place, where they are looking to see if you can “improve workflows and identify practical solutions”. There is also a need for compliance and accuracy in the Office Angels role, both of which involve attention to detail and thinking.
This lines up with what the wider research says too. The CIPD points that employers across most sectors are looking for transferable skills, such as organisation, communication and accuracy, (CIPD, 2023), and Luchinskaya (2025) found that graduates who can demonstrate what they have learned in practice will be more appealing to employers than those with just a qualification. This fits with how both these adverts talk about practical, hands-on ability rather than just having the qualifications. 
Out of all these common skills, problem-solving and attention to detail is the one I could use most immediately. I already do anti-money laundering checks, in my current admin position at an accountancy firm, which means handling sensitive information like client addresses and passport details and getting that wrong isn't really an option since there are regulations that have to be followed. In addition to this, I've spotted and fixed gaps in our processes myself without being asked, like building a spreadsheet to track down missing client phone numbers across different teams. In a role like Cornerstone Place's, where the advert specifically wants someone who can “improve workflows and identify practical solutions,'' I can demonstrate actual examples of helping, not just wanting to do it.
Task 2: Self-Assessment (SWOT Analysis) and Evidence of Readiness
Self-Assessment: SWOT Analysis
The SWOT framework (Strengths, Weaknesses, Opportunities, Threats) started out as a strategic planning tool at the Stanford Research Institute back in the 1960s, and it's since been adapted a lot for personal and career development too (Puyt, Lie and Wilderom, 2023). Using it here gives me a proper structure to examine where I am currently and what I still need to work on.
	Strengths
	• Attention to detail — responsible for AML checks involving sensitive client information (addresses, passport documents), handled with accuracy and discretion
• Organisation — coordinate client meetings for my director, including diary management, catering, and preparing paperwork in advance
• Initiative — spotted a gap in our client contact records and built a spreadsheet system to recover missing phone numbers across teams
• Initiative — independently created a digital process guide where none had previously existed

	Weaknesses
	• Limited experience in a role where operations is the main focus, rather than something that is alongside admin duties
• No formal leadership or people-management experience yet
• Feedback from my end-of-probation review flagged a need to develop a deeper understanding of onboarding processes and systems

	Opportunities
	• A dedicated operations-focused role would let existing skills (coordination, compliance, problem-solving) become the main part of my job
• Clear opportunity to build further on the initiative I've already shown, through more training and hands-on experience

	Threats
	• Other candidates for operations roles may have more directly relevant, formal experience
• Adjusting to new systems and ways of working at a different organisation may take some initial adjustment



Overall, my strengths mostly come from things I've already had to do under pressure such as handling sensitive information correctly and ensuring meetings go smoothly, while my weaknesses are less about ability and more about not yet having done these things in a role where operations is the main focus. I find that reassuring, in a way, because it means the gaps are more about experience than skill, and experience is something I can build quickly given the initiative I've already shown. The opportunities and threats mostly follow from that same point, the right role would allow me to use these strengths, but I'd be competing with other candidates with more formal operations experience, and I'd need some time to get used to new systems wherever I ended up. 
It's worth linking this back to the two adverts I looked at in Task 1: both wanted someone organised, able to communicate with a range of people, and comfortable solving problems practically, and that's exactly where my strengths are. The weaknesses are really more about the label on my current job title than about whether I could actually do the work. I've been doing operations-type tasks for a while now, just without that being the official focus of my role, which is really what I'm trying to change.
Evidence of Readiness
In addition to the SWOT, I have a few examples of evidence that support my readiness to move toward an operations-focused role.
Rather than just relying on my own opinion of myself, I've tried to bring in evidence from three different places, feedback from someone else, real examples from my day-to-day work, and my own reflection through this module. 
The first is that I have formal feedback from my employer, which gives a different view rather than just my own opinion of myself. After finishing my six-month probation, my manager confirmed that feedback from colleagues across the company had been consistently positive, and specifically said I conduct myself professionally and have built strong working relationships with the team. This sort of written feedback matters because it isn't just me saying it about myself (CIPD, 2023).
Second, this is backed up by my own day-to-day work. I noticed a lot of client phone numbers were missing from our system, so without being told to, I made a spreadsheet of the accounts by team, followed up on the numbers and contacted the clients directly myself when the team didn't have the numbers. I did something similar with our letters of engagement spreadsheet: I noticed it wasn't always clear whether a blank entry meant a letter hadn't been sent, or if someone had just forgotten to update it, so I went through the past years' worth of entries to actually check. Luchinskaya (2025) talks about how being able to apply skills and knowledge practically, rather than just having them on paper, is what really matters for how employers see early-career employees, and I think these two examples show that.
Thirdly, doing this module itself counts as evidence too. Working through self-reflection tasks like this one has actually helped me see my own strengths and weaknesses more clearly than I would have just from work alone, which fits with what the CIPD (2023) says about reflective self-assessment being one of the ways to become more employable. Before this module, I don't think I would have connected something like building a spreadsheet to an actual employability skill as I just saw it as getting a job done. Being asked to properly reflect on it has helped me realise that these small tasks I've done are actually the strongest evidence I have.
Put together, I think this shows I'm genuinely ready to step into an operations-based role since I've shown I can do the work, as well as having the evidence of how I conduct myself. I'm also self-aware enough to know what I still need to work on, which is what Task 3 covers.
Task 3: Employment Goals and Personal Development Plan
Based on the weaknesses I identified in my SWOT, here are my employment goals.
	Timeframe
	Weakness Addressed
	Action
	Resources Needed
	How I Will Measure Progress

	Short-term (0–6 months)
	Limited understanding of onboarding processes and systems
	Work closely with my colleague, as recommended in my probation review, to shadow and learn onboarding procedures; complete relevant internal training
	Colleague/manager support; internal training materials; time allocated during working hours
	Able to manage onboarding tasks independently; positive feedback in my next review

	Medium-term (6–12 months)
	No formal leadership experience
	Take ownership of a small project or support onboarding a new starter; complete a short leadership/management course
	Access to CPD courses (e.g. CMI Level 3 Award, LinkedIn Learning); manager support for stretch opportunities
	Complete a relevant course/certificate; lead at least one task or small project independently

	Long-term (1–3 years)
	Limited experience in a dedicated operations-focused role
	Actively apply for Operations Coordinator roles; build a portfolio of evidenced achievements from my current role to support applications
	Updated CV and cover letter; job search platforms (e.g. Reed, LinkedIn); professional network
	Securing an interview and/or job offer for an operations-focused role within the timeframe





Personal Development Plan
Short-term goal
During my probation review, building a proper understanding of onboarding processes and systems was discussed and that is what I want to develop over the next six months. This matters because it'll help me feel more confident taking on extra responsibility, and it'll give me stronger evidence when I start applying for operations positions.
Long-term goal
Within one to three years, I want to move into a proper Operations Coordinator role, where operations is actually the main part of my job rather than something extra on top of admin work. This fits with where I want my career to go long-term — moving toward operations management and follows the initiative and problem-solving skills that I have demonstrated in my current job.
I've tried to make the plan SMART (specific, measurable, achievable, realistic, and time bound) goals. (Doran, 1981)
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About You

You are intellectually curious, highly organised and motivated by the opportunity to tackle
complex social challenges.

You enjoy moving between strategic thinking and practical execution, are comfortable
working in environments where priorities evolve, and are proactive in identifying ways to
create progress and solve problems.

We are particularly interested in people who demonstrate:

« Are motivated by creating meaningful social impact

Enjoy learning quickly and adapt rapidly and apply new knowledge effectively.

Can improve workflows and identify practical solutions.

Can communicate clearly and effectively with a wide range of stakeholders.

Use technology confidently to improve efficiency, insight and decision-making

You do not need previous experience in housing to be successful in this role. We are open

to candidates from a wide range of professional, educational and personal backgrounds.

You may be an early-career professional seeking exceptional development opportunities,
or someone looking to apply transferable skills to a role with meaningful social impact.

What matters most is your potential, values and commitment to our mission.
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Key Duties & Responsibilities:

¢ Manage the day-to-day running of the office and facilities function.

e Act as the first point of contact for visitors, contractors, and suppliers.
e Coordinate office maintenance, repairs, and facilities-related requests.
o Liaise with building management and external service providers.

e Manage office supplies, stationery, refreshments, and stock levels.

* Raise purchase orders and process invoices.

e Ensure meeting rooms are organised, presentable, and fully equipped.
e Support health & safety procedures and workplace compliance.

¢ Handle incoming calls, post, deliveries, and general enquiries.

Requirements:

e Previous experience in a Facilities, Office Administration, Reception, or
Workplace Support role.

e Strong organisational skills with the ability to manage multiple tasks.

e Proficient in Microsoft Office, including Word, Outlook, and Excel.

* Excellent communication and stakeholder management skills.

e Proactive, professional, and highly organised.

* Positive, can-do attitude with strong attention to detail.

e Able to work independently and as part of a team.




