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I selected two Executive Assistant job advertisements within the financial services sector because this is the profession I would like to progress into. The first vacancy is an Executive Assistant role within an investment management company, while the second supports a Partner in a hedge fund. Although the organisations operate in different areas of finance, both positions require a similar combination of professional knowledge, organisational ability and interpersonal skills. Executive Assistants play an important role in supporting senior leaders, managing competing priorities and helping organisations operate efficiently (Cottrell, 2023). After comparing both job advertisements, I identified several key skills that appeared in each role. These included excellent communication, diary and calendar management, travel coordination, organisation, attention to detail and the ability to work under pressure. Both employers also emphasised the importance of building strong relationship with senior stakeholders, maintaining confidentiality and using initiative to anticipate the needs of executives. In addition, both roles require the ability to prioritise changing workloads and remain flexible in a fast-paced environment. These skills are essential for ensuring executives receive effective support while maintaining professionalism and efficiency (Robbins and Judge, 2023). One of the key skills highlighted in both job advertisements is problem-solving, which I believe is one of my greatest strengths. In my current role at HSBC, I regularly manage changing priorities, resolve diary conflicts and respond to unexpected situations while supporting senior leaders. One experience that reinforced my problem-solving skills involved helping a Director return to London after their passport was stolen during an overseas business trip. Successfully coordinating travel arrangements under significant time pressure demonstrated the importance of remaining calm, organised and solution focused.                                            
[bookmark: OLE_LINK8]I believe problem-solving will continue to be an important skill throughout my future career as an Executive Assistant within investment management or a hedge fund. The financial services industry is fast-paced, and priorities can change quickly. Being able to think logically, adapt to new situations and provide effective solutions will help me support senior stakeholders while contributing to the overall success of the organisation.
Self-Assessment and Evidence of Readiness for Employability and Personal Advancement
A self-assessment is an important process that enables individuals to evaluate their strengths, identify areas for improvement and prepare for future career development. Conducting a SWOT analysis provides a structured approach to understanding personal capabilities and recognising opportunities that support employability (Helms and Nixon, 2010). Having reviewed Executive Assistant vacancies within investment banking and hedge funds, I have reflected on my own skills, experience and career aspirations to assess my readiness for this profession. 
[bookmark: OLE_LINK41]SWOT Analysis
Strengths
I remain calm and solution-focused under pressure. My role as an Executive Assistant at HSBC has strengthened my organisational, communication and problem-solving skills while supporting senior leaders in a fast-paced environment. For example, when my Director’s passport was stolen during a business trip, I coordinated the necessary travel arrangements, enabling them to return to London in time for an important client meeting. This demonstrated my initiative, resilience and ability to manage unexpected situations. Alongside working full-time, I am studying for a Level 4 CertHE in Business Skills for the Workplace, which has further developed my time management, self-discipline and resilience. 
[bookmark: OLE_LINK5]Weakness 
One area for development is delegating work to colleagues. I sometimes hesitate to delegate tasks because I want to ensure they are completed to a high standard. While this reflects my commitment to quality and attention to detail, I recognise that effective delegation is an essential leadership skill. Learning to trust colleagues, communicate expectations clearly and provide appropriate support will improve teamwork, increase efficiency and allow me to focus on higher-priority responsibilities. Progressing to Level 5 and 6 in Leadership and Management studies, I aim to strengthen this skill by applying leadership techniques in the workplace and seeking opportunities to collaborate more effectively with colleagues.
Opportunities 
Continuing my studies at Levels 5 and 6 in Leadership and Management Skills for the Workplace will provide valuable opportunities to enhance my leadership and management abilities. The knowledge and skills I gain will complement my practical experience and prepare me for future career progression. In addition, my current role at HSBC provides opportunities to learn from senior leaders, broaden my professional network and gain greater insight into the financial services sector. I also plan to continue developing my knowledge through professional learning in areas such as investment management, financial markets and project management, which will strengthen my suitability for Executive Assistant roles within investment banking and hedge funds. 

Threats
The financial services sector is highly competitive, particularly for Executive Assistant roles supporting senior executives. Many candidates possess extensive industry experience or specialist financial knowledge, making recruitment highly competitive.  Rapid technological developments also present a challenge. Increasing use of artificial intelligence, automation and digital collaboration tools means Executive Assistants must continuously update their technical skills to remain effective and adaptable.
Failure to embrace new technologies could reduce future career opportunities. Another potential challenge is balancing work, university studies and family responsibilities. While this requires careful planning and effective time management, my experience has demonstrated that I can successfully manage multiple commitments without compromising the quality of my work or academic performance
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My work experience at HSBC demonstrates my readiness for Executive Assistant roles within the financial services sector. Supporting senior leaders has strengthened my organisational, communication and problem-solving skills in a fast-paced corporate environment. A key example was assisting my Director after their passport was stolen during a business trip in Amsterdam. Following this, I received positive feedback recognising my initiative, resilience and ability to perform effectively under pressure. 
They commented: “Dalia, I think your focus on finding solutions to help make those around you work better deserves recognition!” 
Academically, I am studying a Level 4 Certificate of Higher Education (CertHE) in Business Skills for the Workplace, which is enhancing my understanding of communication, professional practice and organisational behaviour. This supports my continuous professional development and employability (CIPD, 2024). Balancing full-time employment, university studies and family responsibilities has strengthened my resilience, time management and adaptability. These transferable skills are highly valued by employers and support long-term career development (CBI, 2023). Overall, my workplace achievements and academic progress demonstrate my readiness for future career progression as an Executive Assistant in the financial services sector. 
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Employment Goals
Short-term goals (6–12 months)
My short-term goals are to complete my Certificate of Higher Education (CertHE) in Business Skills, progress into Year 2 of my degree, improve my delegation skills and continue expanding my Executive Assistant capabilities. Completing my CertHE is important because it will recognise my academic progress and strengthen my understanding of business, leadership and management principles. Progressing into Year 2 will allow me to continue developing knowledge that supports my ambition to progress within the financial services sector. Improving my delegation skills is a key development area identified through my self-assessment. Although I am confident managing competing priorities, solving problems and supporting senior stakeholders, developing stronger delegation skills will help me become more effective as I move towards more senior roles. It will enable me to manage workloads more strategically and focus on higher-value activities.

Long-term goals (3–5 years)
My long-term goals are to complete my BA (Hons) in Leadership and Management, progress into a Senior Executive Assistant role within investment management or hedge funds, and work towards a Chief of Staff support position. These goals are important because they align with my ambition to become a trusted strategic partner to senior leaders. Completing my degree will complement my professional experience by strengthening my business knowledge, leadership skills and understanding of organisational strategy. Progressing into a more senior role will allow me to apply my existing Executive Assistant experience, stakeholder management skills and ability to anticipate business needs while taking on greater responsibility and contributing at a strategic level. 

Personal Development Plan
	Development Need
	Action
	Timeline
	Resources
	Measures 
of Success

	Improve leadership knowledge
	Complete CertHE Level 4 and progress into Year 2 of the BA (Hons) programme
	October 2026
	University modules and online library
	Successfully complete the CertHE qualification and pass all 6 modules and apply learning in the workplace

	Develop management and delegation skills
	Complete 
BA (Hons) Level 5 and 6 
	September 2026 
September 2028
	University modules, online library and workplace experience
	Successfully complete BA(Hons) Level 5 and 6. Demonstrate improved skills through manager feedback and increased responsibility
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