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Selection of Written Reflective Tasks

[bookmark: _Toc225124333]Task 1. Comparing Job Adverts
For the first task, I have selected two job adverts for the role of Business Administrator. The first one was from the UK Civil Service, and the second one from a private-sector logistics company. I have seen a similarity between both roles, the highlight on administrative coordination, organisational support, and communication. However, they underscored slightly different priorities based on their sector. Both adverts mentioned a few main skills and knowledge areas which seemed consistent. These were:
1. Communication skills verbally and written.
2. Organisational skills and good time management
3. IT Proficiency, especially in Microsoft Office
4. Attention to detail
5. Teamwork and good collaboration
6. Customer service orientation
7. Problem-solving Skills
The advert from the Civil Service has underscored more the confidentiality, working within structured procedures, and data handling. On the other hand, the logistics company has highlighted multitasking, adaptability, and the ability to work in a fast-paced environment. Even if they had their differences, both job adverts had shared skills requirements demonstrating the main competencies that are expected from a business administrator across the sectors.
The main skill that was standing out is communication. In business administration, effective communication is very important because an administrator has to act as a central point of contact in an organisation. They need to be able to communicate clearly with colleagues, managers, customers and other external parties. Good communication supports an accurate flow, and it reduces any misunderstandings, besides of improving the organisational efficiency. As Robbins and Judge (2019) state, communication represents a foundational organisational behaviour skill that directly influences productivity, teamwork, and workplace relationships. In administrative roles, it also supports tasks like preparing documents, coordinating meetings, and managing stakeholder expectations.
Moreover, being able to communicate in a professional way it is linked to employability. The Confederation of British Industry (CBI, 2022) has identified communication as the top employability skill that is searched for by employers across all the industries. For the business administrators, the skill helps in ensuring that the tasks are done accurately and that the organisation can show a professional image. Communication underpins almost all aspects of the role, no matter whether it is about writing emails, interacting with the clients or preparing reports. 
Overall, the comparison of the job adverts shows that even if sector-specific requirements can vary, the main administrative skills stay consistent. Communication, especially, is a main competency that supports organisational effectiveness, and it contributes to long-term career development in business administration.


[bookmark: _Toc225124334]Task 2. Self-Assessment
To evaluate my readiness for personal development and employment, I have conducted a reflective self-assessment with the help of SWOT analysis. With the help of this framework, I managed to identify what strengths I have, weaknesses, opportunities, and any threats that can be related to my career aspirations in business administration.
STRENGHTS
One of my main strengths is that I have strong organisational ability. I can manage multiple tasks, prioritise in an effective way, and I can keep accurate records. This is aligned well with the administrative roles, which may require a structured planning and attention to detail. 
As another strength, I can mention my communication skills, verbal and written. I am positive that each time I engage with others, I can adapt my style based on the audience. I had some feedback from peers which highlighted clarity and professionalism in my written work, thing important in creating reports, emails, and documents needed in an administrative role.
I have good IT skills, especially in Microsoft Office applications like Excel, Word, and PowerPoint. I have improved these skills through my academic work and through my everyday personal use. Digital competencies are becoming very important in moder workplace (Jisc, 2021), representing a great strength.
WEAKNESSES
A main area to develop is my confidence in decision-making. I tend to hesitate when making independent decisions, especially in unfamiliar circumstances. This can slow my work and also reduce my efficiency. As another weakness, I can mention my limited experience in a professional administrative environment; most of my experience is academic, and not workplace-based. I know that I need to improve my numerical confidence, especially when working with spreadsheets and financial data. I know that, despite having basic skills, I could benefit from more training to improve my analytical ability.
OPPORTUNITIES
I know that I have different opportunities to support my development. Volunteering roles, work placements, and even part-time employment can help me to improve practical administrative experience. Moreover, online training platforms such as LinkedIn Learning are offering courses in Excel, communication, and decision-making, which can improve my employability chances. There is a growing demand for administrative professionals who have digital skills, and that is an opportunity. The organisations are continuing to adopt digital systems, and my existing IT skills can be further developed to meet any industry expectations.
THREATS
The main potential threat is the fact that there is a competitive job market. There are many candidates with more experience, who could secure a role faster. Another threat is the fast pace of technological change. Without continuous learning, my skills can become outdated.
Evidence of Readiness
Even if I have areas which I need to develop, I already have a few examples that can demonstrate my readiness for employment. On the academic part, I have already achieved good grades, I have shown commitment and discipline, and I have proven that I can work independently. Class projects have improved my teamwork and communication skills. I have been contributing to presenting, planning, and coordinating tasks. Moreover, I have learned through my extracurricular activities, such as participating in student groups and supporting events. With the help of these experiences, I have developed organisational skills, confidence, and problem-solving skills whenever met with a challenge. 
Through received feedback, my reliability, professionalism, and willingness to learn have been highlighted. These skills are important for employability and showcase that I am ready to take on responsibilities in a workplace setting. I can say that overall, my self-assessment shows that I do have the main skills needed for business administration, and at the same time, I have identified areas that I still need to develop, which I can address through targeted learning and practical experience.
[bookmark: _Toc225124335]Task 3. Employment Goals and Personal Development Plan
Based on the identified weaknesses from my SWOT analysis, I have created short-term and long-term employment goals. With the help of these goals, I will support my progression into a business administration role, and it will help me improve my confidence and competence.

SHORT-TERM GOALS
I have short-term goals to improve my decision-making confidence and to strengthen my Excel and numerical skills. The goals are very important because the administrative roles need an independent judgement and being able of working with different sets of data. I aim to gain practical experience and start a part-time administrative role and volunteer in the next six months, maximum. With this, I will be able to apply academic knowledge in different real workplace situations.
LONG-TERM GOALS
My long-term goals extend over the next five years. I plan to secure a full-time position as a Business Administrator and to progress in a supervisory or office management role. The chosen goals are aligned with my career aspiration to work in organisational operations and to be able of contributing to business efficiency. In the next three to five years, I plan to complete more professional development courses, like business administration certificates or leadership training.

Personal Development Plan
	Development Area
	Actions
	Timeline
	Resources Needed
	Progress Measures

	Decision‑making confidence
	Take online decision‑making course; practise through simulated tasks
	3 months
	LinkedIn Learning
	Increased speed and confidence in completing tasks

	Excel and numerical skills
	Complete Excel intermediate course; practise weekly
	4 months
	Online tutorials, Excel software
	Ability to create spreadsheets and analyse data

	Gain practical experience
	Apply for part‑time admin roles or volunteering
	6 months
	CV, job platforms
	Securing a placement or role

	Professional development
	Enrol in admin or leadership courses
	1–2 years
	Training providers
	Certificates achieved



With this plan, I will be able of addressing my weaknesses, build my confidence, and at the same time move forward towards my long-term career goals. Mainly, this development plan is offering a clear line to improve my capabilities and progress more confidently towards my long-term career aspirations.”
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