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Task 1: Comparison of Job Advertisement. Profession: People Planning & Human Resources
My chosen career is in Human Resources, and I would like to work as a Human Resources Manager, focusing on People Planning and HR Operations. To understand what skills are needed in this field, I looked at several HR job adverts on Indeed, Totaljobs, CV-Library, and Reed. Even though the job titles were slightly different, the adverts described very similar skills and expectations.
One of the most common requirements was strong communication skills. Many adverts said that HR staff must be able to speak clearly, write well, and explain HR processes to employees and managers (Indeed, 2025). Communication is important in HR because the role involves answering questions, giving advice, and supporting people at different levels across the organisation.
Another important skill mentioned in the adverts was analytical ability. Employers want people who can work with HR data, create simple reports, and help with planning future staffing needs. Some adverts stated that candidates should feel confident using data to support decisions (Reed, 2025). This shows that HR work 	now includes more analysis than before.
Almost all adverts also highlighted the need to use HR systems. They often asked for experience with professional platforms, applicant tracking systems, or Microsoft Excel with using formulas and Macros. One advert explained that being “proficient in Excel” is essential for creating HR reports (CV-Library, 2025). This suggests that digital skills are now a key part of everyday HR tasks.
Organisational skills were also mentioned in every advert. HR employees are often responsible for onboarding new staff, keeping employee records updated, scheduling interviews, and supporting recruitment processes (Totaljobs, 2025). Because HR work includes many tasks at once, being organised helps the job run smoothly.
Other skills that appeared repeatedly were understanding of employment law, confidentiality, teamwork, attention to detail, and the ability to work in a busy environment. Some adverts also preferred candidates with CIPD Level 3 or 5, or people currently working toward these qualifications.
Looking at all the job adverts I checked, there were a lot of similarities in the skills employers are searching for. The most important ones for People Planning and HR Operations are being able to communicate well, work with data, know HR systems, stay organised, work well with others, and understand employment law




Task 2:  Self- Assessment and Evidence of readiness 
According to Egasse  (2024), Business Model Analyst (2025) - SWOT analysis is a useful tool for career planning. SWOT represents strengths, weaknesses, opportunities, and threats. 
	Strengths 

· CertHE Business Skills – I have a good foundation in business topics like teamwork, communication, and understanding organisations.
· Communication skills – I can explain ideas clearly and work well with others.
· Motivation & commitment – I am eager to improve my academic and professional skills.
· Adaptability – I handle change and challenges well, which is important in HR.










	Weaknesses 

· No full degree yet – I am still studying and working toward Level 5 and higher.
· English and presentation skills: As a second-language speaker, I sometimes struggle with confidence and clarity when presenting.
· Self-doubt: Confidence can be a challenge, particularly in new professional environments.
· Limited HR work experience: My practical exposure to HR operations is still developing.

	
Opportunities 

· Being a university student: This gives me access to training, academic support, networking opportunities, and career workshops.
· Certifications: I can continue gaining qualifications such as Business Skills and future CIPD levels.
· Growing HR sector: Many organisations are investing in workforce planning and employee development.

	
Threats

· Lack of a full degree: Some employers prefer candidates with CIPD or full bachelor’s degrees.
· Lack of jobs and employment competition: HR is competitive, and entry-level opportunities can be limited.
· English and presentation skills: These could limit my confidence in interviews or group tasks.
· Economic changes: Job availability may fluctuate due to external economic factors.



Evidence of Readiness for Employability
Despite my weaknesses, I have strong evidence of readiness for employment and personal development. My CertHE Business Skills for the Workplace demonstrates my ability to complete university-level work and engage with professional topics, such as business communication and organisational behaviour. My lecturers have provided positive feedback on my assignments, highlighting my ability to analyse issues clearly and my consistent improvement in academic writing. During an elevator-pitch activity, my lecturer noted that my confidence and clarity were growing, even though I still have areas to improve.
I have also shown readiness through my motivation to progress academically, as I am preparing for higher-level studies such as the BA in Leadership and Management. My previous work experience (if relevant—customer service, administration, teamwork) demonstrates transferable skills useful in HR settings, such as problem-solving, dealing with people, time management, and professionalism. Overall, my strengths, achievements, and commitment to development provide strong evidence that I am prepared to enter the HR field and build my career in People Planning.
While I have several strengths, I also recognise that there are skills I must continue to improve to be fully ready for my future HR career. One key skill that I need to develop is stronger English communication, as this is crucial in HR when explaining policies, writing reports, and supporting employees. I am actively working on this by attending university workshops and practising academic writing, which shows my commitment to self-improvement. I am also improving my confidence and professional communication through regular feedback from lecturers and increased participation in class activities. These actions demonstrate that although I have areas for development, I am taking consistent steps to become more employable and prepared for a future career in People Planning and Human Resources.








Task 3: Personal Development Plan 
According to the Open University (2025), a PDP helps structure goals and track progress.
Personal Development Plan
	
	Short-Term Time Frame 

What do I want to 
accomplish in the next 
three to six months?

	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? 

 


	1. Improve Presentation Skills: Attend workshops and practise presentations to gain confidence.
2. Improve Academic Writing: Use university resources to write better assignments and prepare for Level 5.
3. Achieve Qualification: Graduate with CertHE Business Skills for the Workplace with distinction by January 2026.
4. Get HR Experience: Apply for part-time HR assistant or volunteer roles to learn practical skills.
	1. Secure a full-time role in HR or People Planning (e.g., HR Coordinator or People Administrator).
2.  Begin working toward CIPD Level 5 or Level 7 to advance professional qualifications.
3. Build a strong HR portfolio that includes certificates, training, and documented experience.


	Section 2 - Skills and Knowledge to be 
Learned 

What specifically do I need to learn? What project do I need to work on? 
 
 



	Presentation Skills – Learn how to structure presentations, speak clearly, and build confidence.
Academic Writing – Improve referencing, critical thinking, and overall writing quality for assignments.
Business Knowledge – Strengthen understanding of CertHE modules to achieve distinction.
HR Practical Skills – Learn basic HR processes such as recruitment, onboarding, and HR record management.

	Advanced HR knowledge: employment law, workforce planning, HR policies, and employee relations.
HR systems expertise: HRIS, data analysis, reporting, and Excel at an advanced level.
Professional development skills: leadership, decision-making, and strategic communication.


	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 
	Attend academic writing workshops and book weekly study sessions.
Practice public speaking in class and use online tools such as presentation-practice apps.
Apply for HR internships weekly and update my CV with HR-focused achievements.
Network with HR professionals on LinkedIn and attend career events.
	Apply for full-time HR roles that align with People Planning and workforce support.
Enrol in CIPD Level 5/7 once I complete my current qualifications and gain initial experience.
Participate in HR projects, workshops, and online courses to develop a strong professional portfolio.


	
	Short-Term Time Frame 

What do I want to 
accomplish in the next 
three to six months?

	Long-Term Time Frame 

What do I want to 
accomplish in the next 
two to three years? 

	Section 4 - Resources
 

What resources do I need? 
 
 
Example: free time; funding




	1.  Access to university workshops (presentation, academic writing).
2. Time for weekly practice and assignment improvement.
3. Support from lecturers and academic advisers.
4. Online tools for HR learning (e.g., free HR courses, Excel training).


	1. Funding or financial support for CIPD Level 5/6 studies.
2. Access to HR software training and professional development courses.
3. Support from HR mentors, colleagues, or networking groups.
4. Time to participate in HR projects and build an experience portfolio.


	Section 5 - Time Schedule 
 
What is my time schedule?  

	1.  Begin practising presentations weekly starting next week.
2. Attend first academic workshop within the next 2 weeks.
3. Apply for HR part-time or volunteer roles every week starting immediately.
4. Review progress at the end of each month.

	1. Begin applying for full-time HR roles within 12–18 months.
2. Enrol in CIPD Level 5/6 once I secure stable HR experience.
3. Build professional portfolio continuously over the next 2–3 years.
4. Review long-term progress every 6 months.


	

When will I start? 
 

	Start Date: Immediately (this month).
	Start Date: After completing short-term goals (in approximately 6 months).
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