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Task 1 

Administration is the department of a company which typically handles day to day operations of a company. This includes keeping records, ordering office materials, keeping track of inventory, scheduling meetings, and managing communications by answering phone calls and greeting visitors to respond to inquires about the company or its products. 2 companies which have open administration positions are Office Angels (reed, 2026) and Michael Page (cv library, 2026). in the former company, the skills which are listed as essentials for a trainee administrator are communication, teamworking skills, and organisational skills, along with computer literacy and attention to detail. Furthermore, the right mindset is also necessary, as having “A proactive and positive approach to work”, to “use your own initiative”, and “willingness to learn and develop in the role” is part of the essential skills. In the latter company, Michael Page has a much higher bar for entering as a  junior administrator in the company. They require a graduate or undergraduate degree in marketing of a related field, 1-2 years of experience with social media, an understanding of the administrative process coming into the company, proficiency in excel and Microsoft office, and proactivity and managing multiple skills. When comparing the two, we can see that skills which are necessary for an administration employee in any job are organisational skills, attention to detail, a proactive attitude to work, communication skills, and computer literacy skills.

One skill that I think is important is communication. This skill is underlined in both job advertisements as a necessary skill. This is important for a job in admin as admin work with many people you need to talk to. For example, administration assistants may help with ordering supplies for the office, so you must communicate to see what the office needs, you must answer phones and communicate with customers that come in, you need to handle scheduling so you must communicate with the managers of the office to see when the most efficient times to schedule meetings or travel is for, and you might assist with hr or project coordination roles in the team who you must communicate efficiently with. If the admin doesn’t have good communication the workings of the team could start breaking down. for example, supplies not being ordered or being ordered late leading to shortages of things which are necessary in the office, meeting being scheduled when people are busy with other tasks, unhappy customers due to not being greeted properly or told the correct information on the phone, and more. 



Task 2 
A SWOT analysis is a realistic, fact-based, data-driven review of an organization. It helps define a company's competitive position, assesses internal and external issues, and evaluates its current and future potential. (investopedia, 2025)
 
	Strengths  
 Determination
 Smart
 Creativity
Communication
adaptability
 university graduate


	Weaknesses
 Lack of professional experience
 Time management
 Public speaking
 Lack of confidence


	Opportunities 
 Level 5 degree
 Internships
 Apprenticeship

	Threats
competition
 automation/ai
  skill obsolescence



I realised after undergoing swot analysis that my key strengths include communication skills which I developed while working for tkmaxx and cancer research, both roles in which I had to talk to many people every day. Furthermore determination, a skill of which I learned doing sales and being rejected by dozens of people each day, is a skill that I have developed which could be valued among multiple job sectors and roles. Thirdly, during my time in sales did I learn adaptability as I needed to respond to many types of questions all while at the customers door,  a skill that was further developed during my time in retail as I had to look after different departments on different days depending on what the store needed. This skill could be especially useful in admin as workers may need to handle a multitude of different tasks. 

Furthermore, I realised during my self analysis that my key weaknesses are my lack of experience, specifically in the business sector. This could be an issue as people with more experience may be seen as more suitable for the role as me, leading to an important barrier that could keep me from employability for a job in business where there is much competition. Another weakness that I have observed from myself is a lack of time management. This barrier could be very difficult to handle in employment as it means that I may be late in starting or finishing tasks that are assigned to me. This could reduce the efficiency of the workplace as my late tasks could have an effect on others aswell. A third weakness in my self that I have observed is a lack of public speaking skills. This skill is important as speaking to a high volume of people could be required for some tasks. For example, in meetings, and someone without the ability to do this may be seen as a liability and may not be considered for roles due to this.

Evidence of Readiness 

I believe I am ready for professional employment for a multitude of reasons. I believe that despite my inexperience, I am a determined, capable person who is quick to adapt to situation. I believe these skills can help me become swiftly competent in any field I put my mind to. I also believe that my dedication to personal improvement would drive me to strive for personal advancement within whatever role I am chosen for. I believe my experience as a retail worker would be helpful, as it developed my communications skills. This would be especially helpful within an administrative assistant, as administration revolves highly with communicating with others as part of the role. An administrative assistant would be required to answer calls that come through to the company or visitors that come to the company directly, they may also be required to coordinate with different people to schedule meetings or trips. Furthermore, I believe that I’m ready for employment because I have graduated from university with a level 4 degree in business skills in the workplace. That shows that I’m highly interested in business and have built up many important skills there. Some of the skills I learned is teamworking and communication, problem solving and decision making. These topics would all be useful in the workplace, especially in the business sector. During my time In university, I had consistently achieved merit grades and higher within my assignments. This is a testament to my abilities within the workplace. 


Task 3 
Employability Goals 

My employability goals are to:
· Find a job in admin
· Gain a familiarity with the workings of a professional team
· Use a training course/ any other resources to develop knowledge about business analysis
· Get an entry level role as a business analyst
· Develop my skills, eventually pursue a senior business analyst position


Personal Development Plan 
DEFINITION OF A PERSONAL DEVELOPMENT PLAN and why it is important (research)
A Personal Development Plan (PDP) is a structured and systematic approach to personal and professional growth. This is important as it allows a person to map out the steps in which they want to use to achieve their given goal. This will make it easier for someone to achieve their goal as they know the next immediate steps and they can actively start making those steps, rather than without a PPD in which someone takes one step, then needs to think about their next move. This way of continually going to the next step can also preserve enthusiasm rather than deciding before each step due to you always being able to see the goal.








	 
	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 in the next three months. 
 Goal 2. I would like  to get an administrative job. Due to my inexperience, id like an entry level role where I can be fully trained for my work
 Goal 3. Gain a better understanding for the skills required as a business analyst
	 

 Goal 1. I want to start a training course in business analysis
 Goal 2. I want to develop the skills required for business analysis 
 Goal 3. i want to get a junior position in  a company in that sector
	

Goal 1. Develop my skills further, this time now using practical applications in the job 
Goal 2. Gain professional qualifications that will help me progress in my career
Goal 3. Begin reaching towards more senior roles of business analyst

	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: The key skills that I need to develop are time-management to complete tasks on  time. 

Goal 2: another key skill i need to aquire is professional experience

Goal 3: the third skill I will need to develop is my understanding on how professional teams operate.

	 
 Goal 1: 1 key skill I need to develop is confidence in my own skills 

Goal 2: I need to develop an understanding on key business analysis concepts to help me through my career

Goal 3:  I need to develop my practical skills in business analysis 
	 Goal 1: I will need to develop my skills actual use in the workplace
Goal 2: I will need to develop leadership skills and more improved communication skills
Goal 3: a project i will need to complete is finding a more senior job that will develop myself further than the junior position I would have 
 

	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 you will complete the goals 
	
  Goal 1: To improve my time management skills i will set alarms and a timetable to keep me on track for my tasks

Goal 2: my professional experience will automatically be heightened when I get an administration job. If I need further experience I could use volunteer opportunities to further it

Goal 3: I can develop my knowledge on how professional skills operate by observing my team closely and observing all the roles and how they function together
	 
 Goal 1: I can improve my confidence in my skills by improving the knowledge I have on my skills 

Goal 2: I can develop my knowledge of business analysis concepts through online videos and other materials on business analysis

Goal 3: I can develop my practical skills through business analysis courses which will give me tasks to complete to test my skill and help improve
	 
Goal 1:I could improve this by proactively looking for more tasks and setting my entire mind to them
Goal 2: I can assert myself to my boss and inquire about taking on more responsibility and specifically leadership roles
Goal 3:I will need to proactively look for jobs that satisfy my requirements of increased responsibility and pay and  apply to multiple jobs
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