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Key Skills and Knowledge Required Across Four Job Adverts
An analysis of four job adverts from Indeed UK highlights the range of skills and knowledge needed within administrative and customer-service-related professions. Although the roles differ in responsibilities and working environments, several key competencies are consistently required across all four adverts. These shared skills show what employers commonly value when recruiting for support and service-based roles.
One of the most prominent skills found across all four job adverts is effective communication. The Business Support Assistant and Temporary Office Administrator roles both require clear verbal and written communication when dealing with clients, colleagues, and external contacts. Similarly, the Customer Service Apprenticeship at ScotRail places strong emphasis on communicating with passengers, responding to enquiries, and resolving issues in a professional manner. The Food and Beverage Assistant role also relies heavily on interpersonal communication to ensure guests feel welcomed and supported. This shows that compelling communication skills are essential regardless of whether the role is office-based or customer-facing.
Another key area common to all adverts is a customer-focused approach. Even in administrative roles, employees are expected to provide professional and efficient service. Administrative staff support customers indirectly by ensuring information is exact, organised, and accessible. In contrast, customer service and hospitality roles involve direct interaction with the public, requiring friendliness, patience, and effective problem-solving skills. This shows that understanding customer needs and delivering a positive experience is a core requirement across different sectors.
Organisational skills and the ability to multitask are also consistently highlighted. The Business Support Assistant and Office Administrator positions require individuals to manage multiple duties such as scheduling, filing, data entry, and reception tasks. The Customer Service Apprenticeship involves handling several enquiries while keeping safety and service standards. Likewise, the Food and Beverage Assistant role requires working efficiently in a fast-paced environment. These examples illustrate that employers value candidates who can prioritise tasks and remain organised under pressure.
IT and digital literacy is another shared requirement, particularly in office-based roles. Proficiency in Microsoft Office applications such as Word, Excel, and Outlook is specifically mentioned in the administrative job adverts. Although the customer service and hospitality roles do not demand advanced IT skills, they still involve the use of digital systems and training platforms. This reflects the growing importance of digital competence in modern workplaces.
Finally, all four adverts highlight the importance of a positive attitude and willingness to learn. The apprenticeship role focuses heavily on training and development, while the other roles offer opportunities for skill improvement. Employers clearly value individuals who are adaptable, motivated, and open to ongoing learning.
In conclusion, despite differences in job roles, the four adverts share common skill and knowledge requirements. Communication, customer service, organisation, IT skills, and a positive attitude are essential across all roles, proving their importance within administrative and customer-service professions.
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Self-Assessment of Employability Using a SWOT Analysis
Self-assessment is an essential process for understanding personal strengths and naming areas for further development in relation to employability and personal advancement. This self-assessment uses a SWOT analysis (Strengths, Weaknesses, Opportunities, and Threats) to evaluate my current readiness for employment, supported by evidence from my academic achievements, work experience, extracurricular activities, and feedback from peers and mentors.
Strengths
One of my main strengths is my academic commitment and progress in higher education. I am currently studying at University of Wales Trinity Saint David (UWTSD), London Campus, which shows motivation, discipline, and a strong commitment to self-improvement. My academic studies have helped me develop transferable skills such as critical thinking, research, written communication, and effective time management. These skills are essential for professional environments where accuracy, organisation, and clear communication are needed.
In addition to my academic background, I have experience working in office and management roles. This has allowed me to gain practical workplace skills, including administration, organisation, professional communication, and teamwork. Working in an office environment has helped me understand workplace expectations, confidentiality, and the importance of meeting deadlines. Feedback from colleagues and supervisors has highlighted my reliability and ability to adapt to different responsibilities.
Another significant strength is my achievement as an award-winning artist and portraitist. This accomplishment reflects creativity, attention to detail, self-discipline, and perseverance. Producing high-quality artwork and receiving recognition for it shows my ability to work independently, respond to feedback, and continuously improve my skills. These qualities are highly transferable and valuable in both creative and non-creative professions.
Weaknesses
Despite these strengths, there are areas that require further development. One weakness is the need to gain more advanced professional experience, particularly in higher-level or specialist roles. While I have management and office experience, developing further leadership responsibilities would increase my confidence and employability. Additionally, improving advanced IT and digital skills would strengthen my ability to adapt to modern, technology-driven workplaces.
Opportunities
There are many opportunities available to support my future development. Continued study at UWTSD provides access to academic support, employability resources, and potential work placements. My artistic background offers opportunities for exhibitions, freelance work, and portfolio development, which can enhance my professional profile. Networking with peers, tutors, and industry professionals can also open doors to new career pathways.
Threats
Potential threats include intense competition in the job market and rapid changes in industry requirements. Balancing academic studies with work and personal development may also present challenges if time is not managed effectively.
Conclusion
In conclusion, this SWOT analysis proves that I am well-prepared for employability through my academic achievements, office and management experience, and success as an awarded artist. By addressing areas for development and making use of available opportunities, I am well positioned for continued personal and professional advancement.



Employment Goals and Personal Development Plan
Setting clear employment goals is essential for addressing personal weaknesses and supporting long-term career progression. Based on my self-assessment, the fundamental areas for development include gaining advanced professional experience, improving digital and technical skills, and building confidence in competitive professional environments. This personal development plan outlines both short-term and long-term employment goals, explains their importance, and names specific actions, timelines, resources, and methods of measuring progress.
Employment Goals
Short-Term Goals (0–12 months):
A key short-term goal is to improve advanced IT and digital skills relevant to office, management, and creative roles. This includes gaining confidence in Microsoft Excel, document management systems, and digital communication platforms. Another short-term goal is to gain further professional experience through part-time employment, internships, or work placements that involve greater responsibility and decision-making.
These goals are important because digital competence and hands-on experience are essential requirements in modern workplaces. Strengthening these skills will increase my employability and confidence when applying for graduate-level or professional roles.
Long-Term Goals (2–5 years):
My long-term goal is to secure a professional role that combines management, administration, and creative skills, allowing me to progress into a senior or leadership position. Another long-term goal is to establish a strong professional profile, supported by a portfolio of work, relevant qualifications, and professional references.
These goals align with my career aspirations as they allow me to build on my academic background at UWTSD, my office and management experience, and my achievements as an awarded artist and portraitist.

Personal Development Plan
To address the identified weaknesses, several specific actions will are necessary. To improve IT and digital skills, I will complete online training courses in Microsoft Office (particularly Excel and Outlook) and basic project management software within the next six months. Resources required include access to online learning platforms such as LinkedIn Learning or university-provided digital skills workshops. Progress will be measured through course completion certificates and improved confidence when using digital tools in academic or work settings.
To gain advanced professional experience, I will apply for part-time roles, internships, or work placements within the next three months. University careers services, job platforms, and networking with tutors and peers will be key resources. Progress will be measured by securing relevant roles and receiving positive feedback from supervisors.
To build confidence in professional environments, I will seek constructive feedback from lecturers, mentors, and colleagues and take part in presentations, group projects, or leadership tasks. This will be an ongoing activity. Progress will be measured by improved self-confidence, successful completion of responsibilities, and positive peer feedback.
Finally, to support long-term career goals, I will continue developing my creative portfolio through exhibitions, commissioned work, or freelance opportunities. Progress will be measured by portfolio growth, professional recognition, and career advancement.

Conclusion
In conclusion, this personal development plan sets realistic and achievable employment goals that directly address weaknesses found in my self-assessment. By following this structured plan, I will strengthen my skills, improve employability, and move closer to achieving my long-term career aspirations.



 
