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Employability Skills, Self-Assessment and Personal Development
Task 1 – Select Job Adverts and Identify Key Skills
 
The selected profession for this analysis is IT Support Technician. IT support technicians help organisations maintain computer systems and networks, install and configure hardware and software, diagnose faults and provide technical assistance to users. The role combines technical knowledge with communication, customer service and logical problem-solving. Prospects identifies computing knowledge, logical thinking, communication, teamwork, problem-solving, customer focus, prioritisation and attention to detail as important skills for technical support work (Prospects, 2025).
 
The first job advert considered is an IT Support Technician vacancy with Elevate Technology Group in Wembley, London. The advert describes an onsite support role involving desktops, laptops and mobile devices. It requires support for Microsoft 365 applications such as Outlook, Teams and SharePoint, troubleshooting of hardware, software and connectivity problems, and management of users and devices through Active Directory and Entra ID. It also lists Windows Server, networking, Intune/Autopilot and audiovisual or meeting-room support among the technical requirements (Elevate Technology Group, 2026).
 
The second advert is an IT Technician vacancy in London W2. The role includes providing first-line technical support, prioritising classroom-impacting incidents, accurately logging and updating tickets, and escalating complex issues when necessary. It also involves installing and maintaining computers and peripherals, managing user accounts and permissions through Active Directory/Entra ID and Microsoft 365, and supporting DHCP, DNS and Wi-Fi connectivity (Indeed, 2026).
The comparison shows several common skills and areas of knowledge:
	Common requirement
	Advert 1
	Advert 2

	Technical troubleshooting
	Hardware, software and connectivity
	Hardware, software and connectivity

	Microsoft 365
	Outlook, Teams, SharePoint
	Microsoft 365

	User/account management
	Active Directory / Entra ID
	Active Directory / Entra ID

	Networking
	Network troubleshooting
	DHCP, DNS and Wi-Fi

	Communication and user support
	Onsite user support
	Support for staff and classroom users

	Escalation / service management
	Escalate complex issues
	Ticket logging and escalation


To be good at my future job, I need to be really good at solving problems and figuring out what's going on when things go wrong. As an IT support technician, I won't be able to just memorize answers because people's computer problems can be really unique and complicated. So, I need to have a step-by-step way of troubleshooting, which means I have to identify what's going wrong, ask the right questions, find out what's probably causing the problem, try out a solution, and then make sure everything is working again. Having this skill will allow me to work on my own and not bother others as much, which is a good thing because it means users won't have to wait as long to get their problems fixed. It's also important because I'll need to be able to explain what was wrong and how I fixed it to people who don't know much about computers. This means I'll need to be good at communicating, which is a big part of being an IT support technician. From what I've seen, to be employable in IT support, you need to know about computers and technology, but you also need to be able to think logically and work well with people. This is what I've learned from looking at job postings, and it makes sense because IT support is all about helping people solve their computer problems.
Task 2 – Self-Assessment and Evidence of Readiness
A SWOT analysis is useful for identifying personal strengths and weaknesses while considering external opportunities and threats. For an IT support career, the analysis needs to consider both technical competence and transferable employability skills because employers expect technicians to solve problems while communicating effectively with users.
Personal SWOT Analysis
	STRENGTHS
	WEAKNESSES

	• Current Computing studies provide a foundation in IT and operating systems.
• Strong personal interest in computers and technology.
• Experience investigating hardware and software problems.
• Customer-facing employment has developed communication and teamwork.
• Able to balance study and employment responsibilities.
	• Limited professional experience in a dedicated IT support role.
• Need more practical experience with enterprise networking.
• Need to strengthen Microsoft 365, Active Directory/Entra ID and cloud administration knowledge.
• Limited experience with professional IT service-desk/ticketing systems.
• No established industry certification yet.

	OPPORTUNITIES
	THREATS

	• Apply for entry-level helpdesk and IT support positions.
• Use university projects to build a technical portfolio.
• Complete Microsoft or CompTIA training/certification.
• Gain practical networking and cloud experience.
• Progress later into networking, cloud, cybersecurity or systems administration.
	• Competition from applicants with previous IT experience.
• Rapid changes in technology can make skills outdated.
• Employers may expect practical experience alongside qualifications.
• Automation and AI may change basic support tasks, increasing the need for higher-level skills.


Strengths
 
My background in Computing is one of my biggest strengths. What I've learned so far gives me a solid base that can be turned into skills I can use on the job. Doing academic work has also taught me how to do research, learn on my own, solve problems, and meet deadlines. These are all important skills for someone in IT support, because technicians need to figure out what's wrong and get the work done on time. By studying Computing, I've developed skills that will help me investigate problems and complete tasks efficiently, which is essential for a career in IT support.
 
I have a real passion for computers and technology, which I think is a big plus. Over time, I've gotten pretty hands-on with computer hardware and software, and I've learned how to dig into technical issues to figure out what's going on. This has given me a solid foundation for tackling problems in a professional setting. According to Prospects, to be a successful IT support technician, you need to have strong computing skills, be able to think logically, know your way around hardware and software, be a good communicator, work well in a team, and be able to solve problems effectively. (Prospects, 2025).
My work experience has given me skills that can be used in other areas. For example, working with customers has taught me how to communicate well, work in a team, be reliable, and stay professional even when things get busy. These skills are really useful for IT support because sometimes users can get frustrated or not understand technical things, so the technician needs to be patient and explain things in a way that's easy to understand. This means being able to stay calm and professional, even when dealing with difficult situations. By having these skills, I can provide good support to users and help them with their technical problems.
 
Weaknesses
 
One of the main things that's holding me back is that I don't have much professional experience in IT. Even though I've studied it and have some personal experience with technology, actually working in an IT job is different. You have to deal with things like service desks, ticketing systems, and security policies. To get ahead, it's a good idea to get some real work experience while you're studying or right after. This can help you show employers what you can do. Prospects says that having this kind of experience can make a big difference when you're looking for a job. It's not just about having a degree or knowing certain skills - it's about being able to apply them in a real-world setting. By getting some practical experience, you can demonstrate to employers that you have what it takes to succeed in an IT role. (Prospects, 2025).
One area I need to work on is getting more hands-on experience with the technology used in businesses. When I look at job postings, I see that companies are often looking for people who know how to use things like Microsoft 365, Active Directory, and networking. This was really clear when I looked at the job ads for Task 1. If I can develop my skills in these areas, I'll be a more attractive candidate to potential employers because my skills will match what they're looking for.
 
I also need to build evidence of professional development through recognised training or certification. Microsoft and CompTIA qualifications can provide evidence of technical knowledge, while practical projects can demonstrate that I can apply that knowledge rather than only describe it.
 
Opportunities
 
My computing course is a great way to build up a collection of practical projects and keep improving my technical skills. It also gives me the chance to apply for jobs like helpdesk support, IT technician, and service desk roles, which will give me some real-world experience. According to Prospects, having some relevant work experience under my belt can really make me stand out when I'm applying for entry-level jobs in the IT field. This is because it shows that I have hands-on experience and can put my skills into practice, which is what employers are looking for. By combining my studies with some work experience, I can make myself a more attractive candidate and increase my chances of getting hired. (Prospects, 2025).
 
Getting certified is another way to go. You can use Microsoft Learning to get better at Microsoft 365 and cloud services, and CompTIA training can help you learn more about the basics of IT and networking. As you get more experience in IT support, you might be able to move into other areas like networking, cloud computing, cybersecurity, or systems administration. This can be a good long-term plan, and it's worth thinking about how you can use your experience to open up new opportunities.
 
Threats
 
Competition is a significant threat because entry-level applicants may have previous IT experience, internships or certifications. Another threat is the speed of technological change. IT support professionals need to keep their knowledge current as operating systems, cloud platforms, security practices and AI-supported tools develop. Prospects highlights continuing professional development as important because technology changes rapidly (Prospects, 2025).
 
Evidence of Readiness for Employability
 
My studies are showing that I'm getting ready for a job in IT. When I do assignments for my computing class, I have to look up information, use computer programs, figure out problems, and make sure my work meets certain standards. These are skills that employers can look at to see if I'm responsible, can work on my own, and pay attention to details.
 
My work experience shows I'm ready for this role. I've had jobs where I deal with customers, which has helped me learn how to communicate well, work in a team, and handle pressure. These skills are really important in IT support because you need to know the technical stuff, but you also need to be good with people. A company called Prospects says that being customer-focused, communicating well, and being able to get along with others are all key parts of doing a good job in technical support.
 
I've also had hands-on experience with computers in my own time, outside of any formal job. This has been really helpful in teaching me how to tackle problems in a methodical way, by looking at all the possible reasons why something's not working. It's a good starting point, but I'm aware that to work in professional IT support, you need to know more about the systems used by big organizations and the formal procedures they follow.
 
I'm pretty sure I'm ready to start building my career in IT, but I know I still need to work on meeting all the technical requirements for a professional support role. So, my main goal right now is to take the skills I've learned in school and the skills I've developed in other areas, and turn them into real-world experience that I can show to potential employers. To do this, I need to get some hands-on experience in IT, finish some practical training, and start building a portfolio or getting certified in certain areas. This will help me show that I have what it takes to succeed in a professional support role.
Task 3 – Employment Goals and Personal Development Plan
Employment Goals
 
My goal for the next 6 to 12 months is to get a job as an IT Support Technician, either on the helpdesk or service desk. This is a big step for me because I don't have a lot of professional experience in IT, which is something I've identified as a weakness. By getting this kind of job, I'll be able to use the skills I've learned in school and from other work experience in a real-world setting. It's a great way for me to apply what I know and gain more experience in the field. This will help me build on my strengths and work on my weaknesses, making me a more competitive candidate in the long run.
 
One of my short-term goals is to get better at using Microsoft 365, Active Directory, and networking over the next few months. I've been looking at job ads and these skills keep coming up, so I think it's really important to focus on them. By learning more about these areas, I'll be able to meet what employers are looking for, which is a big plus. This goal is pretty specific and I'm hoping to make some real progress in the next 3 to 6 months.
 
My aim is to move up from a basic support job to a specialized IT position over the next three to five years. I'm thinking about a few different areas, like networking, cloud computing, cybersecurity, or systems administration. For now, I'm not sure which one I'll choose - I want to get some experience and see which area I'm really interested in and good at, and then I can decide which way to go.
Personal Development Plan
	Development area
	Action
	Timescale
	Resources
	Measure of progress

	Professional IT experience
	Apply for IT support, helpdesk and service-desk vacancies and seek relevant work experience.
	6–12 months
	Job boards, university careers service, tailored CV
	Applications, interviews and secured IT experience.

	Microsoft 365 / Entra ID
	Complete structured learning and practical exercises covering users, permissions and common support tasks.
	3–6 months
	Microsoft Learn and practice labs
	Completed modules and ability to complete practical tasks.

	Networking
	Study TCP/IP, DNS, DHCP, Wi-Fi and basic network troubleshooting.
	3–6 months
	Online learning, university resources and labs
	Successfully diagnose simulated network problems.

	Certification
	Work towards a relevant entry-level Microsoft or CompTIA certification.
	6–12 months
	Official learning materials and practice tests
	Certification achieved or exam readiness demonstrated.

	Communication
	Continue developing customer-service and technical communication skills.
	Ongoing
	Employment, university and feedback
	Positive feedback and improved ability to explain technical issues clearly.
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