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[bookmark: _Toc235351296]1: Task A: Selecting two jobs:

[bookmark: _Toc235351297]1.1: Leadership Support Officer:
The role is with Sandwell Council’s Assistant Chief Executive Directorate and is designed to provide high level admin, organisational support to Service Directors. A position that demands calm, structured, highly professional approach, the post holder becomes the first point of contact for senior leaders and external stakeholders.
The job manages complex diaries, organising meetings, preparing briefing papers, keeping information systems running smoothly. This involves drafting formal correspondence, handling confidential, politically sensitive information, supporting meetings that deal with sensitive issues such as grievances, disciplinary hearings.
The role requires someone who can work under pressure, prioritise deadlines, maintain accuracy. Communication skills, excellent organisation, discretion, build positive relationships. The job also expects confidence with digital tools like Outlook, Teams, Word, Excel, Oracle Fusion. A role built with professionalism, reliability, ability to support senior leaders effectively.

[bookmark: _Toc235351298]1.2: Business Lecturer
The Business Lecturer role at Global Banking School, delivered in partnership with Oxford Brookes University, focuses on teaching undergraduate students BA (Hons) Global Business and Entrepreneurship programme. It’s a role that blends subject expertise with teaching ability, requiring the lecturer to deliver modules such as project management, business planning, entrepreneurship, financial management, and strategic management.
The job involves planning lessons, delivering lectures and workshops, marking assignments, supervising student work, and providing academic support. It also requires the lecturer to design and update course materials, use varied teaching methods, maintain student records. The programme runs weekdays, evenings, and weekends, the role demands flexibility, strong time management skills.
To be successful, the lecturer needs a master’s degree, higher education teaching experience, an understanding of business subjects. communication, presentation skills, academic writing, the ability to work with diverse learners are central to the role. This requires someone who can work under pressure, meet deadlines, contribute to the wider academic team.


[bookmark: _Toc235351299]Table 1:
The table below I have compared two job roles in the job market, the leadership support officer is a job where an individual will be working for the local authority in the public sector. 
The Business Lecturer’s job is in the higher education sector, it is in the higher education sector working with learner who want to further their education and achieve a degree in their chosen field. 
	Job Title:
	Skills:
	Education:
	Source:

	Leadership Support Officer
	· Communication skills
· Excellent organisational skill
· Prioritise deadlines
· Maintain accuracy
· Working digital skills like Microsoft. 

	· English/Maths to GCSE or equivalent 
· Evidence of continuous professional development.  
· Advanced fluency with other Microsoft Outlook, MS Teams and Office Programmes. 

	w.m. jobs.co.uk

	Business Lecturer
	· Explaining concepts clearly, supporting students, and working with diverse learners.
· Needed for planning lessons, marking work, maintaining records
· Delivering lectures, workshops, and engaging students in academic content.
· Academic writing skills
	· Master’s degree in business and management
· Teaching qualifications: PGCHE, AFHEA, FHEA
· The above will be sponsored by the university to complete within three two years of employment. 


	Indeed


Source: Authers Own

The two roles operate in very different environments and share several core skills. Both need excellent communication, strong organisation, work under pressure, and confidence in managing multiple tasks at once. They also rely on professional writing, relationship building, working effectively with a wide range of people.
A skill that stands out across both roles is communication. Whether supporting senior leaders or teaching students, clear communication is essential for building trust, explaining information, remain professional. In my future career, strong communication skills will help me work effectively with colleagues, support customers or learners, present information confidently. A skill which every aspect of employability and career progression.

[bookmark: _Toc235351300]2: Task B: Self Assessment and Readiness for Employment
[bookmark: _Toc235351301]2.1: Self Assessment: 
My personal self assessment shows based on the two jobs that I have researched, the leadership support officer (Sandwell Council, 2026) and the Business Lecturer Global Banking School (2026) have similarities based on the current skills that I have obtained during my working career. These similarities share the strong communication skills that I have, working in high pressured environment as a chef owner, planning food for clients and ensuring the highest standards are adhered to, are reflected in the SWOT table below. 
SWOT analysis is a personal evaluation tool that helps me examine four key areas of my development across two dimensions. (Gürel, E. and Tat, M., 2017)
My strengths and weaknesses represent internal factors and the qualities, abilities, and limitations that exist within me. In contrast, opportunities and threats relate to external influences in my environment that may support or challenge my progress.
By using a SWOT analysis, I can identify what I already possess internally, such as skills or behaviours, while also recognising external conditions that may impact my goals. This approach allows me to reflect on my current position, understand where improvement is needed, and recognise the external factors that could help or hinder my personal growth. Overall, SWOT analysis provides a structured way for me to assess myself and plan my development more effectively. Using a SWOT table, I will be looking at the two jobs that I have compared. 




[bookmark: _Toc235351302]Table 2: SWOT Analysis 
	Strength:
	· Strong communication skills developed through housing support, social care, and community roles.

	· Excellent organisation and time‑management from managing casework, records, and multi agency coordination.

	· Ability to work under pressure and remain calm in challenging environments (care homes, housing, social work).

	
· Strong interpersonal skills and ability to work with diverse groups (children, vulnerable adults, residents, professionals).

	· Leadership experience from owning businesses and supporting young people.



	Weakness:
	· Limited experience in formal public speaking or structured teaching, which is required for lecturer roles.

	· Need to strengthen academic writing to meet higher education standards.

	· Limited experience with political structures, governance processes, and high‑level administrative frameworks needed for LSO roles.

	· Advanced IT skills (Excel, academic platforms) need further development.

	· Prioritisation can be challenging during busy periods.




	Opportunity:
	· Internal training and development opportunities at Sandwell Council to strengthen administrative and digital skills.

	· Current Higher Education studies provide opportunities to improve academic writing, business knowledge, and confidence in presenting.

	· Potential to pursue teaching qualifications (PGCE, Level 5/6) to support lecturer career progression.

	· Ability to build on leadership experience from business ownership and care roles.



	Threat:
	· High competition for both Leadership Support Officer and Business Lecturer roles.

	· Balancing work, study, and personal commitments may create pressure.

	· Changes in housing legislation or academic standards may require continuous learning.

	· Limited formal teaching experience may slow progression into lecturer roles without further training.





Source: Authers Own


[bookmark: _Toc235351303]2.2: Evidence of readiness
My academic achievements, professional experience, and personal development demonstrate clear readiness for both the Leadership Support Officer role and the Business Lecturer role. Through my current Higher Education studies in Business Skills for the Workplace, I have strengthened my academic writing, critical thinking, and digital literacy. These skills directly support the requirements of both roles, particularly the need for structured communication, analytical thinking, and the ability to produce high quality documentation. My academic progress also shows commitment to continuous professional development, which is essential for advancement in both administrative and teaching careers.
My work experience provides strong evidence of employability and readiness for progression. In my current position as a Housing Hub Officer at Sandwell Council, I have developed advanced organisational skills through managing casework, maintaining accurate records, and coordinating multi agency communication. These responsibilities mirror the expectations of the Leadership Support Officer role, which requires diary management, meeting coordination, handling confidential information, and supporting senior leaders. My ability to work under pressure, prioritise tasks, and maintain professionalism aligns closely with the LSO requirement to meet deadlines, manage high volumes of correspondence, and provide a proactive support service.
Additionally, my background in social care and support work demonstrates strong interpersonal skills, emotional intelligence, and the ability to communicate with diverse groups. These experiences show readiness for the Business Lecturer role, where working with learners from varied backgrounds, providing guidance, and adapting communication styles are essential. My experience supporting young people, facilitating activities, and explaining processes clearly provides a foundation for teaching, presenting, and supervising student work. Feedback from managers has consistently highlighted my calm approach, reliability, and ability to build positive relationships qualities valued in both education and leadership support environments.
My entrepreneurial experience as a chef owner and consultant further strengthens my readiness for advancement. Designing systems, managing staff, planning operations, and delivering training demonstrate leadership, initiative, and business knowledge. These experiences directly relate to modules taught in the Business Lecturer role, such as project management, entrepreneurship, and business planning. They also show my ability to work independently, solve problems creatively, and contribute to organisational improvement key expectations of the LSO role.
Overall, my academic development, professional background, and transferable skills provide strong evidence of readiness for both roles. I have demonstrated the ability to learn, adapt, communicate effectively, and work within complex environments, positioning me well for future employability and personal advancement.

[bookmark: _Toc235351304]3: Task C: Set employment goals amd personal development plan

[bookmark: _Toc235351305]3.1: Set employment goals
Table 3: Employment Goal 
	Goals
	Target
	Timeline
	Success Measured

	Short term
	Improve public speaking confidence, strengthen academic writing, develop basic understanding of governance structures, improve IT skills (Excel, academic platforms), and enhance prioritisation during busy periods.
	3–6 months
	Confident participation in meetings, clearer academic writing, improved accuracy using Excel, better time management, and positive feedback from colleagues.

	Long term
	Gain structured teaching experience, develop advanced knowledge of political and governance frameworks for LSO roles, achieve strong IT proficiency, and build leadership skills for senior housing or income recovery roles.
	12–24 months
	Delivering presentations or training, independently managing complex cases, demonstrating advanced IT use, and taking on leadership responsibilities.


Source: Authors own
[bookmark: _Toc235351306]Set Employment Goals:
These goals are important because they directly address the weaknesses identified in my SWOT analysis and support my long‑term career aspirations. Improving my public speaking and academic writing will strengthen my confidence and communication, which are essential for progressing into senior roles and eventually becoming a lecturer. Developing a better understanding of political structures and governance will help me prepare for Leadership Support Officer roles, where policy awareness and strategic decision‑making are crucial. Enhancing my advanced IT skills and prioritisation will improve my efficiency in fast‑paced environments, enabling me to manage complex workloads more effectively. These goals align with my ambition to build a meaningful career in public services, progress into leadership positions, and later transition into teaching. By addressing these development areas, I am creating a clear pathway that supports both my immediate progression and my long‑term aspiration to work in higher education.

[bookmark: _Toc235351307]3.2: Develop a Personal Development Plan:
[bookmark: _Toc235351308]Table: 1.1
	Goal 
	Time frame
	Resources
	Measuring success

	Improve public 
speaking
	3–6 months
	Workplace meetings, online speaking courses, practice opportunities
	Increased confidence speaking in meetings, ability to deliver short presentations.

	Strengthen academic writing
	3–6 months
	Lecturer feedback, academic writing guides, study support
	Clearer structure in assignments, improved grades, reduced rewriting.

	Develop governance knowledge
	6–12 months
	Policy documents, shadowing LSO staff, internal training
	Better understanding of political structures and ability to apply them in casework.

	Improve IT skills (Excel, platforms)
	3–6 months
	Online IT courses, workplace practice, tutorials
	Ability to use Excel confidently, improved accuracy in data tasks

	Improve prioritisation
	3 months
	Time‑management tools, planner, guidance from managers
	Meeting deadlines consistently, reduced stress during busy periods.

	Degree completion
	12 months
	Academic support, study materials, time management
	Successful completion of Level 4 with improved academic confidence.



According to Jackson (2001), a Personal Development Plan (PDP) is a structured and supported process that enables individuals to reflect on their learning, performance, and achievements, and to plan for their personal, educational, and career development. It helps students understand how they learn, strengthen study and career‑management skills, set personal goals, and monitor their progress, while encouraging a positive, lifelong approach to learning.
The PDP I have completed provides a clear framework for addressing the weaknesses identified in my SWOT analysis and supports my long‑term career ambitions. Each action focuses on developing key areas such as public speaking, academic writing, IT proficiency, governance knowledge, and prioritisation, all of which are essential for progressing into senior public‑sector roles and eventually transitioning into lecturing. By setting time frames, identifying resources, and defining measurable progress indicators, the PDP offers a realistic pathway for continuous improvement and helps me build the professional capabilities needed for future advancement.
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