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Comparison of Job Advertisements
Job Advert 1: Business Administrator 
Key Responsibilities:
· Managing office tasks and documentation
· Supporting daily business operations
Key Skills Needed:
· Communication 
· Organisation 
· IT skills (Microsoft Office)
· Time Management 

Job Advert 2: Project Coordinator 
Key Responsibilities:
· Coordinating project activities 
· Communicating with clients and teams
Key Skills Needed:
· Communication 
· Time management 
· Problem-solving 
· Organisation 

Both job adverts highlight several important skills needed for roles within business management. Communication, organisation, and time management are the key skills mentioned in both the Business Administrator and Project Coordinator positions. This shows that employers value individuals who can manage their workload effectively while working as part of a team. Although the roles share many similarities, there are also some differences. The Project Coordinator role places more emphasis on problem-solving and the ability to work under pressure, as it involves handling deadlines and coordinating tasks. On the other hand, the Business Administrator role focuses more on supporting daily operations and ensuring that administrative tasks are completed efficiently.
Communication is a skill shared between both job roles and is a particularly important skill to have in a business setting. Communication is essential in business roles, as it allows individuals to work effectively with others and complete tasks efficiently. Poor communication can lead to mistakes or work not being completed at all (Radovic Markovic and Salamzadeh, 2018). In addition, effective communication helps to create a more positive working environment, where employees feel understood and able to contribute their ideas. This can improve teamwork and overall productivity within an organisation. For these reasons, communication is a key requirement for success in both administrative and project-based roles.

Self-Assessment 

This section offers a self-assessment of my current skills and abilities in business management. A SWOT analysis helps me reflect on my strengths, weaknesses opportunities and threats. This understanding of my capabilities allows me to find areas for improvement and succeed in a professional business environment.

	Strengths
· Effective communication skills
· Strong organisation skills
· Strong time-management skills
· Thrives in team environment 


	Weaknesses 
· Lack of confidence when speaking in-front big audiences 
· Limited work experience 

	Opportunities 
· Access to university support services 
· Gain experience through part-time jobs
	Threats
· High competition 
· Lack of experience compared to others



Strengths
My communication skills are a key strength. I clearly express my ideas in writing and speaking, as shown by my coursework and group activities at university. For instance, during group presentations, I explained key points and ensured everyone understood their roles, boosting our overall work quality. Another strength is my organisational ability. I plan assignments ahead and manage my time effectively, meeting deadlines without stress, especially when juggling multiple modules. Finally, I thrive in team settings. I listen to others, respect diverse opinions, and contribute positively, providing a productive and supportive environment.

Weaknesses
However, I also need to improve in certain areas. One weakness is my confidence when speaking to larger groups. While I am comfortable in smaller settings, I feel nervous during presentations which can hinder my ability to clearly convey my ideas. This is a crucial area for development as confidence is vital in business roles. Another weakness is procrastination when tasks seem difficult or overwhelming. This can build pressure as deadlines approach. To address this, I have begun breaking tasks into smaller, more manageable steps, which helps me stay focussed. Additionally, I recognise my limited practical business experience. This may make it harder to compete with other candidates who have more hands-on experience.

Opportunities
As a university student, there are several opportunities available to help improve my skills and increase me employability. I have access to resources such as career services and support from tutors. These can develop valuable professional skills and prepare me for the job market. Beyond university, gaining practical experience is another step in becoming more employable. I can look for and apply to part-time jobs and internships. This would allow me to apply what I have learned in a genuine business setting and improve my confidence. 

Threats
While there are many opportunities, I must also consider potential threats. The business job market is highly competitive, with many graduates applying for similar roles. Some may have more experience or stronger skills, so I will need to work harder to stand out. Another challenge is my current lack of experience which could hinder my chances of securing a role unless I improve it. Furthermore, changes in the job market or economic conditions could reduce available opportunities. To overcome these challenges, I will need to continue developing my skills and actively seek experience and improve my employability.


Personal Development Plan

To achieve my overall career goals, I have set specific short-term and long-term goals to address areas for development. This plan outlines the steps I will take to build essential skills, gain practical experience, and boost my employability.

Short-term goals (6-12 months)
· Build confidence in public speaking by practicing presentations and taking part in speaking groups
· Improve time management and reduce procrastination by breaking tasks into smaller, more manageable steps
Long-term goals (2-5 years)
· Gain practical business experience through internships or part-time jobs to enhance employability 
· Progress into a management or specialist role within the business field, applying skills in communication, leadership, and project management. 












	Development area
	Objectives 
	Action steps 
	Resources/support needed 
	Target date

	Public speaking 
	Increase confidence presenting to larger groups 
	Schedule and deliver monthly presentations in class or work settings; record and review performances; seek peer feedback 
	Public speaking groups, mentor/peer feedback 
	6 months 

	Procrastination 
	Improve time management and productivity 
	Break tasks into smaller steps; set weekly schedules with clear deadlines 
	Task management tools (planners/apps), self-reflection
	3-6 months 

	Practical business experience 
	Gain hands-on experience relevant to career
	Apply for internships or volunteering. Actively take part in business tasks.
	Internship/project opportunities, mentor guidance 
	12 months 











References
Radovic Markovic, M. and Salamzadeh, A. (2018) ‘The importance of communication in business management’, in Proceedings of the 7th International Scientific Conference on Employment, Education and Entrepreneurship, Belgrade, Serbia.
