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	Job
	Skills
	Knowledge

	Marketing Assistant
	communication, creativity, social media management, teamwork, content creation, problem-solving, adaptability, campaign coordination, time management, attention to detail, analytical thinking
	Digital marketing tools (e.g., Google Analytics), marketing analytics, social media platforms, CRM systems, basic SEO principles, content strategy, branding, customer behavior, email marketing, data interpretation

	Administrative Officer
	Organization, time management, attention to detail, communication, computer skills, multitasking, problem-solving, teamwork, confidentiality, accuracy, customer service, adaptability
	Office procedures, Microsoft Office (Word, Excel, Outlook), data management systems, record keeping, customer service processes, business communication, scheduling systems, compliance and policies, database management, basic finance/admin processes


Source: Reed.com &  UK national career
The recent in-depth analysis of the positions indicates that both positions have a combination of skill types, including technical skills, organisational skills and interpersonal skills. Although the Marketing Assistant position is focused more on the creativity, digital tools and interaction with customers; the Administrative Officer position has an emphasis on having the ability to create structure, accuracy, and efficiency in the organisation. Furthermore, the individuals in both positions must possess strong problem-solving skills, be flexible and ability to work as part of a team as today’s employers are placing value on their employees who are capable of performing multiple functional jobs. Furthermore, both positions require the individuals to be comfortable using digital systems because technology will continue to play an important role in today’s workplace.
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Communication is a key skill required in both marketing and administrative roles. In marketing, professionals communicate brand messages to customers through campaigns and digital platforms. In administration, communication is necessary when responding to emails, coordinating meetings, and providing information to clients. 
Strong communication is important to improves teamwork, reduces misunderstandings, and supports organizational efficiency.
Both job advertisements also indicate an increased focus on the use of technology within the workplace. In addition to communicating, employees in both positions require strong organisational skills due to the number and complexity of tasks they perform, such as marketing assistants managing multiple campaigns, scheduling content and tracking performance metrics, all of which require them to plan effectively and ensure that they prioritise their work correctly. A similar requirement placed upon administrative officers is their capacity to process documentation, maintain records and coordinate office operations, thereby requiring them to have a high level of attention to detail and organisational ability.
A fundamental rule that appears in both job descriptions is employee adaptability and teamwork capabilities. In today’s fast paced working environments, employees are required to collaborate across departmental boundaries and to adapt to shifting priorities as they respond to the changing needs of their organisation. For example, employees working in marketing may be required to work closely with designers, clients and sales teams, whereas employees in administrative positions will be required to assist various departments and respond to changing organisational demands on an ongoing basis. The competency of communication is highlighted as being a common thread across all competencies/skills because it is the basis for all other competencies/skills. Even highly skilled employees may experience difficulty in fulfilling their job responsibilities effectively without the benefit of effective communication. As an example, effective communication will align marketing campaigns with the expectations of clients and provide the appropriate level of operational efficiency between departments in the administration without interruption or delay. Communication is therefore not only a primary indicator of professional capabilities; it is also a foundation for professional success within any organisation.
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A SWOT analysis was conducted to evaluate my strengths, weaknesses, opportunities, and threats related to my professional development.
The impact of continuously pursuing personal and professional development is reflected in this SWOT analysis. I have shown strong communication, organisation and digital skills (strengths) as solid foundations on which to pursue further development. My weaknesses show some areas in which I will need to focus on developing my skillbase if I want to remain effectively competitive in the workforce. Improving my digital marketing analytics skills and knowledge of technical systems will considerably enhance my employability.
In addition to creating goals to improve my technical and analytical abilities, my goals are aligned with industry trends as I have already identified digital marketing as growing in demand. Thus I have identified the opportunity to pursue development of specialised skills and global certification through online courses and networking on a professional level as being of paramount importance to creating a strong profile and building connections within the marketing industry.
High-level competition combined with the impact of rapid advancements in technology represent a set of threats that will require me to have an adaptable approach to life-long learning as an employee. Today's employers increasingly want employees who will pursue continuous development of their skills and knowledge on their own; therefore having a growth mindset and pursuing development opportunities is essential.
Along with my technical skills/knowledge and my academic background, I have demonstrated strong interpersonal skills and problem-solving abilities in which further supports my readiness for employment.
	Strengths

- Bilingual communication (Arabic & English)
- Strong organisational skills
- Experience in marketing and administration
- Digital skills (Microsoft Office, Canva, CapCut)
	Weaknesses

- Need stronger digital marketing analytics skills
- Limited experience with some business systems
- Need more certifications in specialized tools

	Opportunities

- Online courses and certifications
- Professional networking
- Growth in digital marketing careers
	Threats

- High competition in job market
- Rapid technological changes
- Increasing demand for specialized skills
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My academic background in Banking and Financial Science has provided strong analytical and business knowledge. In addition, my work experience in communication, marketing, and administrative roles has helped me develop organisational, teamwork, and project coordination skills.
I am also proficient in several digital tools including Microsoft Office, Google Workspace, Canva, and Adobe Photoshop. These tools are widely used in marketing and administrative roles. My ability to work in multicultural environments and collaborate with international organisations demonstrates adaptability and strong communication abilities.
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My goal is to improve my digital marketing analytics and technical skills through professional training courses within the coming period. I also aim to gain more experience in roles that combine communication, marketing, and administration.
My long‑term goal is to progress into a senior marketing, communications, or administrative management role within an international organisation where I can lead projects and contribute to organization strategy.
Achieving these goals is important because they directly address the gaps identified in my SWOT analysis, particularly in technical and analytical skills. By improving these areas, I will be better equipped to meet employer expectations and contribute effectively to organisational success. These goals also align with my long-term aspiration of working in a dynamic and international environment where I can apply both my communication and analytical skills.
In the short term, focusing on skill development will allow me to build confidence and improve my performance in job applications and interviews. In the long term, gaining experience and progressing into leadership roles will enable me to take on greater responsibilities, such as managing teams and leading strategic projects.
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	Action
	Timeline
	Resources
	Measurement

	Complete digital marketing analytics training
	6 months
	Coursera / Google Digital Garage
	Certificate completion

	Learn CRM and project management systems
	6–12 months
	Online tutorials and practice
	Ability to use systems professionally

	Expand professional networking
	Ongoing
	LinkedIn and professional events
	Increase professional contacts



To make sure I am successful with this development plan, I will track my progress and modify my actions if needed. In terms of creating my own milestones and reviewing what I have accomplished will keep me motivated and on task. I will ask my mentors, co-workers and other professionals in my field for feedback to gain perspective on where I am in my progress and the areas I need to improve. In addition, I will set aside time every week to learn new skills in order to have consistency. By combining organized learning with actual doing, I will be able to develop both the theoretical and the practical experiences that I need to reach my career objectives and to have an advantage over the many people who are competing for jobs.
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