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Task 1: Select Job Advertisements and Identify Key Skills
The core skills and knowledge required for two target business roles are important when considering future employment and career development. For this assignment, I have selected the roles of Business Development Manager and General Manager. Comparing these two roles allows me to identify the skills required for each position, recognise transferable skills and consider how I can develop these skills for my future career.
A Business Development Manager is responsible for identifying opportunities for business growth, developing relationships with clients and potential customers, generating new business and contributing to the organisation’s overall strategy. According to Prospects (2026), Business Development Managers research new markets and customers, develop relationships with clients and partners, identify opportunities for growth, negotiate business deals and work with other departments to support business performance. The role therefore requires strong commercial awareness, communication, negotiation, strategic thinking, organisation and problem-solving skills.
Communication is particularly important because Business Development Managers need to build and maintain relationships with customers, clients, colleagues and other stakeholders. They must be able to understand customer requirements and explain how the organisation’s products or services can meet those needs. Negotiation and influencing skills are also important when developing partnerships and securing business opportunities (Prospects, 2026).
In comparison, a General Manager has responsibility for managing the overall performance and day-to-day activities of a business, department or organisation. Depending on the organisation, responsibilities can include managing employees, monitoring performance, controlling budgets, dealing with customers, setting objectives and making strategic decisions. The role therefore requires leadership, decision-making, financial awareness, organisation and communication skills.
Both positions require professionals to manage multiple responsibilities and respond to changing business circumstances. CIPD (2026) explains that transferable skills such as communication, teamwork and problem-solving are important across modern workplaces because they help employees work effectively with colleagues and engage with customers and other stakeholders.
One of the most important skills shared by both roles is communication. Business professionals need to communicate clearly with employees, customers, suppliers, managers and other stakeholders. Effective workplace communication also requires organisations and managers to plan and adapt their communications to different audiences (CIPD, 2025). For a Business Development Manager, this could involve presenting proposals, negotiating with clients or developing professional relationships. For a General Manager, communication could involve providing instructions, managing employees, explaining organisational objectives and resolving workplace disagreements.
Another transferable skill is problem-solving. Business environments are constantly changing, and managers may encounter problems relating to customers, employees, budgets, deadlines or operational processes. The ability to identify problems, consider possible solutions and make appropriate decisions can therefore have a significant impact on business performance. CIPD (2025) identifies problem-solving as one of the essential transferable skills required in modern workplaces.
Organisation and time management are also important in both positions. Business Development Managers may have to manage several clients, meetings, sales opportunities and deadlines, while General Managers may be responsible for employees, budgets, operational activities and strategic objectives at the same time. Being organised helps ensure that important responsibilities are prioritised and completed efficiently.
Adaptability is another valuable skill. Businesses need to respond to changes in customer expectations, technology, competition and economic conditions. Employees who are able to adapt to changing circumstances can help organisations remain productive and competitive. Prospects (2026) highlights resilience, self-motivation, strategic thinking and the ability to manage multiple priorities as important skills for Business Development Managers.
Overall, although Business Development Managers and General Managers have different responsibilities, both roles depend on a combination of technical knowledge and transferable skills. Communication, problem-solving, organisation, leadership, adaptability and decision-making are valuable across many different business careers.

Task 2: Self-Assessment – Problem-Solving as a Strength and Communication as an Area for Development
A personal SWOT analysis provides an opportunity to reflect on my current abilities and identify the skills I need to develop for future employment. CMI (2020) explains that personal development involves assessing current abilities, identifying development needs and selecting suitable activities to improve skills and knowledge. This approach allows me to consider my strengths and weaknesses while also identifying opportunities and potential threats to my career development.
Strengths
One of my strongest skills is problem-solving. I am able to assess situations, remain calm when faced with challenges and consider practical solutions. I believe this is an important strength for a career in business because managers regularly need to respond to unexpected situations and make decisions.
For example, if a project does not progress according to plan, I can assess the situation, identify the main problem and consider what actions could be taken to resolve it. I am also able to remain focused under pressure rather than allowing a difficult situation to affect my ability to make a decision.
Problem-solving would be particularly useful in a Business Development Manager position. If a potential client raises concerns or a business opportunity does not develop as expected, I would need to identify alternative approaches. Prospects (2026) identifies strategic thinking, research and problem-solving as important skills for Business Development Managers.
This strength would also be valuable as a General Manager. General Managers may need to respond to operational difficulties, employee issues, customer complaints or changes in business performance. Being able to remain calm and identify practical solutions would allow me to contribute positively to the organisation.
Another strength I possess is adaptability. I understand that business environments can change quickly and that employees need to be willing to adjust their approach when circumstances change. I am prepared to learn from experience and accept new responsibilities, which can support my future professional development.
Weaknesses
Although I recognise communication as a skill that I already use regularly, it is an area that I would like to develop further. In particular, I want to become more confident and assertive when communicating in professional situations.
Sometimes I may prioritise maintaining harmony within a situation instead of communicating my opinion directly. While being respectful and considerate is important, business professionals also need to communicate clearly and confidently. Poor communication can result in misunderstandings, delays and reduced effectiveness.
CIPD (2025) highlights the importance of planning and tailoring workplace communication so that information is clear and appropriate for the intended audience. Developing this ability would help me become more effective when communicating with colleagues, customers and managers.
Improving my communication would also help me become a stronger leader. I would be able to provide clearer instructions, participate more confidently in meetings, communicate expectations and manage difficult conversations more effectively.
Opportunities
There are several opportunities available to me that can support my development. My CertHE Business Skills for the Workplace is an important opportunity because it is helping me develop knowledge in areas such as leadership, communication, organisational behaviour and strategic decision-making.
I can also use academic assignments, group projects and presentations to practise communicating my ideas. These activities provide opportunities to improve both verbal and written communication.
Another opportunity is professional training. Short courses in communication, assertiveness, leadership and negotiation could help me strengthen my skills. CMI (2020) recommends identifying development needs and selecting appropriate learning opportunities as part of an effective personal development process.
I can also seek feedback from tutors, colleagues and managers. Constructive feedback can help me understand how other people perceive my communication style and identify areas where I can improve.
Threats
There are several potential threats that could affect my development. High-pressure business environments may make communication more difficult, particularly when decisions need to be made quickly. If I lack confidence, I may sometimes delay communicating an important point or avoid expressing my opinion.
Another potential threat is having too many responsibilities at the same time. If I do not manage my time effectively, this could result in missed deadlines or reduced quality of work.
The modern workplace is also changing rapidly, meaning that employees need to continue developing their skills. CIPD (2026) explains that skills development and ensuring that employees’ skills are appropriately matched to their roles are important for productivity and career development.
To manage these threats, I need to continue improving my communication, organisation and time-management skills while remaining committed to lifelong learning.
Overall, my SWOT analysis demonstrates that problem-solving is one of my main strengths, while communication is my key area for development. Improving communication will increase my confidence and help prepare me for future business and management responsibilities.

Evidence of Readiness for Employability and Personal Advancement
My readiness for employment and continued personal development is demonstrated through my academic studies, previous training, professional experience and commitment to developing transferable skills.
I am currently undertaking the CertHE Business Skills for the Workplace, which is developing my knowledge of organisational behaviour, leadership, communication and strategic decision-making. These areas are directly relevant to business careers because organisations require employees who can work effectively with others, analyse information and make informed decisions.
My academic studies have also helped me understand the importance of teamwork, leadership and professional communication. Completing assignments requires me to research information, evaluate different ideas and present my findings in a structured manner. These abilities are transferable to professional environments.
Before beginning this programme, I completed TEFL training, which strengthened my communication, presentation and interpersonal skills. TEFL required me to explain information clearly, adapt communication to different audiences and organise learning activities. These skills can be transferred into business because managers regularly need to explain ideas, provide instructions and communicate with different groups of people.
My professional experience has also helped me develop transferable skills. Working in positions that require responsibility, organisation and communication with different people has strengthened my ability to remain professional and manage challenging situations.
I have developed skills including problem-solving, organisation, adaptability, teamwork and responsibility. These skills are important because employers increasingly value transferable skills such as communication, resilience, critical thinking, adaptability and problem-solving (Prospects, 2026).
My academic and professional development therefore provides evidence that I am prepared to continue progressing towards a career in business. I understand that employability is not only based on qualifications but also on the ability to apply knowledge, work effectively with others, solve problems and continue learning.
CIPD (2026) emphasises that identifying skills gaps and developing appropriate skills can contribute to better performance and productivity. This reinforces the importance of continuing my personal development rather than relying only on the qualifications I already possess.



Task 3: Set Employment Goals
Based on my SWOT analysis, I have identified communication as the main skill I need to develop. Therefore, my short-term and long-term employment goals will focus on improving my communication, leadership, decision-making and management abilities.
Short-Term Employment Goal – 3 Months
My short-term goal over the next three months is to improve my confidence and effectiveness when communicating in professional situations.
I will focus on speaking more confidently during meetings, expressing my opinions clearly, improving my professional writing and becoming more comfortable with giving instructions. I will also practise active listening so that I can understand the needs and opinions of colleagues, customers and managers.
This goal is important because communication is a key requirement for business development and management positions. Prospects (2026) identifies excellent communication and interpersonal skills as important for Business Development Managers, particularly when developing relationships with clients and colleagues.
Achieving this goal will improve my employability and prepare me for positions such as Business Development Manager, Business Administrator, Operations Manager or Assistant Manager.
Long-Term Employment Goal – 6 Months
My long-term goal over the next six months is to develop the skills required to progress into a business management or leadership position.
I want to become more confident when making decisions, managing teams, communicating with clients and solving business problems. I also want to improve my understanding of business strategy, financial management and organisational performance.
CMI (2020) explains that personal development planning involves setting career goals, assessing current abilities, identifying development needs and selecting activities that can help achieve those goals. My six-month goal therefore provides a clear direction for my professional development.
Developing these skills will help me become a more effective manager and increase my opportunities for career progression.
Personal Development Plan
A Personal Development Plan (PDP) provides a structured approach to identifying skills that require improvement and establishing actions to support professional development. CMI (2020) describes personal development planning as a process involving the establishment of goals, assessment of current abilities, identification of development needs, selection ofdevelopment activities and evaluation of outcomes.
My main development objective is to improve my professional communication, leadership and decision-making skills.
	Development Area
	Action
	Timescale
	Measurement

	Communication
	Complete training in professional communication and assertiveness
	1–3 months
	Feedback from tutors and colleagues

	Active listening
	Practise active listening during meetings and group discussions
	1–3 months
	Self-reflection and feedback

	Presentation skills
	Participate in presentations and group activities
	1–3 months
	Increased confidence and tutor feedback

	Professional writing
	Practise writing professional emails, reports and business documents
	1–6 months
	Feedback and reduction in errors

	Leadership
	Take responsibility for group tasks and projects
	3–6 months
	Successful completion of tasks

	Decision-making
	Practise analysing business scenarios and identifying solutions
	3–6 months
	Improved quality of decisions

	Time management
	Use calendars, task lists and prioritisation techniques
	1–6 months
	Consistently meeting deadlines


During the first three months, I will concentrate mainly on communication and confidence. I will complete relevant training, participate actively in my CertHE course and seek feedback from tutors and colleagues.
I will also practise communicating my ideas during group discussions and presentations. This will allow me to become more comfortable speaking in front of other people and expressing my opinions professionally.
During months four to six, I will focus more strongly on leadership and decision-making. I will take opportunities to lead group activities, manage tasks and practise making decisions based on available information.
I will monitor my progress through regular self-assessment, feedback and reflection. CMI (2020) recommends recording outcomes and evaluating development activities as part of the personal development process. Therefore, I will maintain a reflective record of my progress and identify areas that still require improvement.
By following this Personal Development Plan, I aim to become a more confident, organised and effective business professional. Improving my communication while continuing to use my existing problem-solving abilities will help me prepare for future management positions.

Conclusion
The comparison between the Business Development Manager and General Manager roles demonstrates that successful business professionals require a combination of technical knowledge, interpersonal skills and personal qualities. Communication, problem-solving, leadership, organisation, adaptability and decision-making are important skills that can be transferred between different business roles.
My self-assessment identified problem-solving as one of my main strengths and communication as an area requiring further development. This reflection has helped me recognise that although I already possess useful skills for a business career, continued development is necessary if I want to progress into management and leadership.
My short-term goal is to improve my professional communication and confidence, while my longer-term goal is to progress towards a business management or leadership position. My Personal Development Plan provides a structured approach to achieving these objectives through training, practical experience, feedback and reflection.
Personal development is a continuous process rather than something that ends when a qualification is completed. CMI (2020) emphasises that individuals need to continue renewing and developing their skills throughout their working lives. By continuing to learn and reflect on my performance, I can improve my employability and prepare myself for greater responsibility within the business sector.
Overall, my academic studies, professional experience, problem-solving ability and commitment to improving my communication provide a strong foundation for my future business career.
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