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Task 1. Compare job adverts
When comparing two job adverts from organisations such as the NHS and Capita, it is clear that although the roles may have different titles, they require many of the same core skills and areas of knowledge. The NHS Administrative Assistant role focuses on supporting healthcare services through tasks such as managing patient records, booking appointments, and communicating with both patients and medical staff. In contrast, the Project Support Officer role at Capita is more business focused involving supporting project managers organising meetings, and producing reports despite these differences, both roles share a strong administrative foundation.
Looking at the key skills required, both adverts emphasise organisation and time management. In the NHS role, this is important for handling appointments and maintaining accurate records, while in the Capita role it is needed to keep projects on track and ensure deadlines are met. Communication is another major skill highlighted in both adverts. NHS staff must communicate clearly and sensitively with patients and colleagues, whereas Capita employees must provide clear updates to team members and stakeholders. IT skills are also essential in both roles, including the use of Microsoft Office and internal systems to manage data and documentation.
Good communication also helps build strong working relationships, being able to listen understand instructions, and respond clearly makes teamwork more effective and creates a more positive work environment, overall communication is a vital skill because it ensures that tasks are completed accurately and efficiently, making it essential for success in both roles and in the profession as a whole.
One shared skill that stands out is communication. This skill is particularly important because it supports nearly every task within both roles. In a professional setting, poor communication can lead to misunderstandings, errors, and delays, for example in the NHS, miscommunication could result in incorrect appointment bookings or confusion for patients. In a company like Capita, unclear communication could affect project progress or lead to mistakes in reporting.
In terms of knowledge areas, both roles require an understanding of professional working environments. For the NHS, this includes knowledge of confidentiality and data protection due to handling sensitive patient information. Similarly, Capita expects an understanding of business processes and accurate data handling. Attention to detail is another shared requirement, as both roles involve working with important information that must be recorded and managed correctly.

Task 2. Self Assessment
Starting with my strengths, I consider myself to have strong communication skills. I am able to express my ideas clearly in both written and verbal forms, which helps me work effectively with others. I also listen carefully, which allows me to understand instructions and respond appropriately. Another strength is my organisation. I am good at managing my time, meeting deadlines, and keeping my work structured. This helps reduce stress and ensures that tasks are completed efficiently, Additionally, i  am reliable and take responsibility for my work, which means others can depend on me. I also have a positive attitude towards learning and am willing to develop new skills when needed.
However, there are also weaknesses that I need to improve, one of my main areas for development is confidence, particularly in unfamiliar situations or when speaking in front of groups, although I can communicate well, i sometimes hesitate to share my ideas if I am unsure of myself, another weakness is that i can overthink tasks, which can slow me down and affect my productivity. I also sometimes struggle with prioritising when I have multiple tasks at once, even though I am generally organised. This shows that while I have strengths in organisation, there is still room for improvement in handling pressure and making quick decisions.
Looking at opportunities, there are many ways I can continue to develop my skills, for example,i  can take part in group activities or presentations to build my confidence, training courses or online learning could help improve my IT skills and expand my knowledge in areas relevant to my chosen profession work experience or part-time roles would also provide valuable real-world experience and allow me to apply my skills in a practical setting feedback from teachers, managers, or colleagues is another important opportunity, as it can help me understand what I am doing well and where i need to improve.
Finally, there are potential threats that could affect my development one threat is the competitive job market, where many candidates may have similar or stronger skills. This means I need to continue improving to stand out another threat is a lack of experience, which could make it harder to secure certain roles. If I do not actively seek opportunities to develop my skills, I may fall behind others self doubt could become a barrier if I do not work on my confidence, as it may stop me from taking on new challenges or opportunities.
In conclusion, this SWOT analysis has helped me reflect on my current abilities and recognise both my strengths and areas for improvement. While I have strong communication, organisation, and reliability, I need to focus on building my confidence, improving prioritisation, and managing overthinking by taking advantage of opportunities such as training and practical experience, I can continue to grow and prepare myself for future career success.
Evidence of Readiness
One key area of evidence is my academic achievements. Through my studies, I have consistently completed assignments on time and to a good standard, which shows my ability to manage deadlines and stay organised, for example, coursework projects have required me to research information, analyse it, and present it clearly. This demonstrates important workplace skills such as problem-solving, attention to detail, and written communication. In subjects that involve presentations or group work, I have also developed confidence in speaking and collaborating with others, which are essential skills in most careers.
Another important example is my ability to use IT effectively, throughout my education, I have used tools such as Microsoft Word, PowerPoint, and Excel to complete assignments and present information. This shows that I am comfortable using technology, which is a key requirement in many modern workplaces. I have also learned how to search for reliable information online and use it appropriately, which demonstrates digital literacy and research skills.
In addition to academic work, my personal qualities provide further evidence of employability. I am reliable and take responsibility for my work, ensuring that tasks are completed to the best of my ability. I am also adaptable and willing to learn new skills, which is important in a working environment where tasks and expectations can change. My ability to communicate clearly, both in writing and verbally, means i can work effectively as part of a team and interact professionally with others.
I have also developed organisational and time management skills, balancing different subjects and deadlines has required me to prioritise tasks and plan my time carefully. This is directly transferable to the workplace, where managing workloads and meeting deadlines is essential, for example, completing multiple assignments within a short timeframe has helped me learn how to stay focused and work efficiently under pressure.
Where possible, I have taken opportunities to improve myself further. This may include participating in group projects, seeking feedback from teachers, or practicing skills such as presenting and teamwork. These experiences show that I am motivated to improve and take my personal development seriously.
Finally, my reflective skills demonstrate readiness for personal advancement, by identifying my strengths and areas for improvement i am able to set goals and take steps to develop. This shows self awareness and a willingness to grow, both of which are valued by employers.
Overall, my academic achievements, IT skills, personal qualities, and willingness to learn all provide strong evidence that I am ready for employment and future career development. I have developed a solid foundation of transferable skills that will support me in a professional environment and help me continue to progress.
Self Employment Goals
Based on my SWOT analysis, I identified key weaknesses such as a lack of confidence in unfamiliar situations, a tendency to overthink tasks, and occasional difficulty with prioritising when managing multiple responsibilities, recognising these areas has helped me set clear self employment goals that focus on improving my performance and supporting my long term career development.
In the short term, one of my main goals is to build my confidence, particularly in professional and group settings. I plan to achieve this by actively participating in discussions, volunteering to present ideas, and taking on more responsibility in group tasks. This is important to me because confidence affects how i communicate and how others perceive my abilities, by improving in this area, i will be better prepared to contribute in a workplace environment and take advantage new opportunities without hesitation.
Another short term goal is to improve my time management and prioritisation skills. Although I am generally organised, I sometimes struggle when handling multiple tasks at once, to address this i  aim to use tools such as to do lists, planners or digital calendars to structure my workload more effectively. I will also practice breaking tasks into smaller steps and setting realistic deadlines. This goal is important because being able to manage time efficiently is essential in any job, and improving this skill will help me reduce stress and increase productivity.
In the long term, my goal is to become fully confident and independent in a professional role, where I can manage responsibilities without needing constant guidance. I want to be able to handle challenges calmly and make decisions more quickly without overthinking. This will involve gaining experience through education, training or work placements which will help me build both confidence and practical knowledge over time.
These goals align closely with my career aspirations because they focus on developing the skills that employers value most, such as confidence, communication, and time management, by working on my weaknesses i am not only improving myself but also increasing my chances of success in the workplace, overall setting these short term and long-term goals gives me a clear direction and helps me stay motivated as i continue to develop my employability and achieve my career ambitions.
Develop a Personal Development Plan
A personal development plan (PDP) helps turn weaknesses into clear, achievable improvements by setting specific actions, timelines, and ways to measure progress, based on my SWOT analysis, I have focused on three key areas for development: confidence, time management and prioritisation, and reducing overthinking.
Development Area: Confidence in professional and group situations
Goal:
 To become more confident when speaking in groups and sharing ideas.
Actions:
· Volunteer to contribute at least once in every group discussion or class activity 
· Deliver at least one presentation each term 
· Practice speaking skills by preparing notes in advance 
· Ask for feedback from teachers or peers after presentations 
Timeline:
· Start immediately and review progress over the next 3 months 
Resources Needed:
· Class opportunities for presentations 
· Feedback from teachers/peers 
· Online resources or videos on public speaking 
Measuring Progress:
· Increased participation in discussions 
· Positive feedback from others 
· Personal reflection showing reduced nervousness over time 

2. Development Area: Time Management and Prioritisation
Goal:
 To manage multiple tasks effectively and meet all deadlines without stress.
Actions:
· Use a daily or weekly planner to organise tasks 
· Break assignments into smaller steps with mini-deadlines 
· Prioritise tasks using a simple system (urgent/important) 
· Set reminders for deadlines 
Timeline:
· Implement immediately and review weekly for the next 2–3 months 
Resources Needed:
· Planner, diary, or digital calendar (e.g. phone apps) 
· Task management tools such as to-do lists 
Measuring Progress:
· All assignments completed on time 
· Reduced last-minute work 
· Feeling more in control of workload 

3. Development Area: Reducing Overthinking
Goal:
 To make decisions more efficiently and improve productivity.
Actions:
· Set time limits for completing tasks 
· Focus on completing work rather than making it perfect 
· Use checklists to stay focused 
· Reflect on completed tasks instead of over-analysing during the process 
Timeline:
· Start within the next week and review progress after 2 months 
Resources Needed:
· Timer or phone app 
· Guidance from teachers if unsure about tasks 
· Self-reflection notes 
Measuring Progress:
· Tasks completed more quickly 
· Less time spent worrying about small details 
· Improved ability to move on to the next task confidently 

Overall Review
I will review my progress at the end of each month by reflecting on what has improved and what still needs work, feedback from teachers or peers will also help me understand my development. If necessary i will adjust my plan to make it more effective.
Conclusion
This personal development plan provides a clear structure for improving my key weaknesses, by following these actions, using the right resources and regularly reviewing my progress, I will be able to build confidence, manage my time more effectively, and reduce overthinking. These improvements will support both my academic success and future employability.



