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This section compares two job adverts: an Office Administrator/Sales role at Purple Granite Ltd (Appendix A) and a New Business Team Manager role at Brakes (Appendix B). Both roles are based in a business environment and require a combination of transferable skills and professional knowledge, although they differ in terms of responsibility and seniority.
The Office Administrator/Sales role focuses on supporting daily business operations. Key responsibilities include assisting sales managers, maintaining customer records, handling emails and phone calls, and organising meetings. The job requires strong organisational skills, attention to detail, and the ability to manage multiple tasks in a fast-paced environment. In terms of knowledge, candidates are expected to be familiar with Microsoft Office applications and have a basic understanding of CRM systems and sales processes.
In contrast, the Team Manager role at Brakes is more focused on leadership and performance management. Responsibilities include managing and motivating a team, improving customer experience, and achieving business targets. This role requires advanced skills such as leadership, problem-solving, decision-making, and the ability to work under pressure. Additionally, knowledge of sales performance, team development, and strategic planning is important for this position.
Despite the differences in responsibility, both job adverts highlight several common skills and knowledge areas. These include communication skills, organisational ability, customer service awareness, and proficiency in Microsoft Office. Both roles also require individuals to work effectively within a team and maintain strong professional relationships with colleagues and clients.
One key shared skill is communication. This skill is essential in both roles because employees are required to interact with a wide range of stakeholders, including customers, team members, and managers. Effective communication ensures that information is clearly understood, tasks are completed efficiently, and customer needs are met. In the administrator role, communication is important for providing customer service and coordinating tasks, while in the manager role, it is crucial for leading a team, setting goals, and giving feedback. Therefore, strong communication skills contribute significantly to overall business performance and success.
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This section presents a reflective self-assessment of my current skills, strengths, and areas for further development using the SWOT analysis framework. SWOT analysis is a widely used tool for evaluating personal and professional capabilities, helping individuals identify strengths, weaknesses, opportunities, and threats (Gürel and Tat, 2017).
Strengths
One of my key strengths is communication. I am able to express ideas clearly both verbally and in writing, which has been demonstrated through group projects and presentations during my studies. Effective communication is considered a fundamental employability skill, as it supports teamwork and professional relationships (Andrews and Higson, 2008). For example, I have contributed actively in team discussions and ensured that tasks were completed efficiently through clear communication with colleagues.
Another strength is my ability to work well in a team. During my course, I have participated in several group assignments where collaboration was required. Teamwork is highly valued by employers, as it enables individuals to work towards shared goals and improve organisational performance (Robles, 2012). I am able to listen to others, respect different opinions, and contribute positively to group outcomes.
Additionally, I have good organisational and time management skills. I am able to meet deadlines, prioritise tasks, and manage my workload effectively. These skills are essential in maintaining productivity and efficiency in a professional environment (Jackson, 2014).


Weaknesses
Despite my strengths, there are areas where I need further development. One of my main weaknesses is a lack of practical work experience in a professional business environment. While I have developed theoretical knowledge, I have had limited opportunities to apply this knowledge in practice. This gap between theory and practice is a common challenge for students entering the workforce (Jackson, 2014).
Another weakness is my level of confidence in certain situations, particularly when speaking in formal environments or presenting to larger audiences. Confidence is closely linked to employability, as it affects an individual’s ability to communicate and perform effectively (Andrews and Higson, 2008).
I also recognise that my technical skills, particularly in advanced business software, could be improved. Digital skills are increasingly important in the modern workplace, and a lack of these skills may limit employment opportunities (Robles, 2012).
Opportunities
There are several opportunities available to support my personal and professional development. My current studies provide access to knowledge, workshops, and resources that can help me develop key employability skills. Higher education plays an important role in preparing students for employment by developing both academic and transferable skills (Andrews and Higson, 2008).
Additionally, there are opportunities to gain practical experience through internships, part-time work, or volunteering. These experiences can help bridge the gap between academic learning and real-world application (Jackson, 2014).
Online learning platforms also provide opportunities to improve technical skills, particularly in areas such as Microsoft Excel, communication, and business management.
Threats
There are also potential threats that may impact my employability. One major threat is the high level of competition in the job market, especially for entry-level roles. Many graduates compete for limited positions, which increases the importance of having strong skills and experience (Andrews and Higson, 2008).
Another threat is the rapid development of technology, which requires individuals to continuously update their skills. Failure to adapt to these changes may reduce employability in the long term.
Evidence of Readiness for Employability
Despite these challenges, I can demonstrate my readiness for employability through my academic and practical experiences. My coursework shows that I can complete tasks to a required standard and meet deadlines consistently. Group projects have helped me develop teamwork, communication, and problem-solving skills, which are essential in the workplace.
Feedback from tutors has also highlighted my ability to contribute effectively in group settings and maintain a positive attitude towards learning. This reflects my willingness to improve and develop, which is a key aspect of employability (Robles, 2012).
Furthermore, my ability to manage my time and organise my work demonstrates responsibility and independence. These qualities are highly valued by employers, as they indicate that an individual can take ownership of tasks and work effectively without supervision.
Overall, this self-assessment demonstrates that while I have developed several important employability skills, there are still areas for improvement. By addressing my weaknesses and making use of available opportunities, I can enhance my readiness for employment and support my future career development.
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This section outlines my short-term and long-term employment goals based on the weaknesses identified in my SWOT analysis, as well as a personal development plan to support my career progression.
Employment Goals
In the short term, my main goal is to gain practical work experience in a business environment. This could be achieved through internships, part-time roles, or entry-level positions such as administrative or customer service roles. This goal is important because it allows the application of theoretical knowledge in real-world contexts and supports the development of employability skills (Jackson, 2014).
Another short-term goal is to improve my communication skills and confidence, particularly in formal and professional situations. Effective communication is recognised as a key employability skill that enhances workplace performance and collaboration (Andrews and Higson, 2008).
In the long term, my goal is to secure a stable role within the business sector, with opportunities for progression into a supervisory or management position. This aligns with my career aspirations of taking on greater responsibility and contributing to organisational success. Continuous professional development is essential for achieving long-term career goals (Robles, 2012).
Personal Development Plan
To address my lack of practical experience, I plan to apply for internships and part-time roles within the next three to six months. I will aim to submit at least five job applications per week and monitor my progress. I will also use university career services and online platforms as key resources.To improve my communication and confidence, I will actively participate in class discussions and presentations. I will also seek regular feedback from tutors and peers to identify areas for improvement. Reflection and feedback are important tools for personal development (Gürel and Tat, 2017).Additionally, to enhance my technical skills, I plan to complete online training in Microsoft Excel and other business-related tools within the next three months. Progress will be measured through course completion and the ability to apply these skills in academic or practical tasks.
Overall, this personal development plan provides a structured and realistic approach to improving my employability and achieving my career goals.
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Why Join Purple Granite?

Our office s busy and fast-paced, but its also rewarding. You'll play an important
rolein helping our Sales Managers deliver excellent service to our customers. If
you enjoy variety, teamwork, and learning new skills, this is the role for you.

Job Types: Full-time, Permanent
Pay: From £27,500.00 per year
Benefits:

« Company pension

Work Location: In person
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Job Description

Lead Generation Team Manager
Working Monday to Friday 37.5

£32,123 plus an a competitive bonus structure - Excellent career
development, discounted products and services and much more!

We are currently recruiting a for a Team Manager to join the Lead Generation
team in our Tamworth Contact Centre.

Asa Brakes Team Manager Responsible for leading and motivating a team of up
t012 Lead Generation Executives. The Team Manager is directly accountable for
the recruitment, selection and ongoing performance and development of their
team, leading a culture of empowerment where every sales and service
opportunity is realised. We will provide you with all the training and support that
you need and you will be a valuable member of the Team, contributing to the
success of our business whilst working with a great team of people and having
funalong the way!

Typical responsibilities include:

« Responsible for the direct management and motivation of up to 12 Lead
Generation Executives ensuring each individual is fully developed to their
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* Role model Brakes values at all times

« Anability to build and maintain good working relationships at all levels

« Leads, inspires and promotes confidence within a Team

« Exceptional customer handling skills and experience with strong problem
solving capabilities

Above all you will be on a mission to deliver the best solution and best
experience to your customers - both internal and external.

A competitive salary
Huge discount on all sorts of lovely food and award-winning products
Generous holiday allowance, with option to purchase more
Recognition awards and Incentives

Pension

Real career opportunities - being part of Sysco, the world’s leading
foodservice business, opens up a world of possibility

And much more....

There's a lot on offer, so what are you waiting for?
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Typical responsibi
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ies include:

Responsible for the direct management and motivation of up to 12 Lead
Generation Executives ensuring each individual is fully developed to their
maximum potential.

Support the Operations Manager in delivering the strategic plan for the
department, this may include participation in projects as required by the
business.

Support and identify opportunities to improve revenue and customer
experience.

Responsible for sales pipeline prospecting

Energise team to fully participate in incentives and process improvements,
ensuring they understand clear goals.

The role will be a mixture of coaching, advisory, co-ordinating and
delivering.

To be successful post holder will be required to explain goals and objectives
clearly and deliver important messages to teams.

KPIs, aligned to our business objectives, will be set for each Team Manager
depending on roles (Sales, Care or Account Mgt) incorporating sales,
service, cost, employee engagement, customer satisfaction dimensions.
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About You:

You'llbe a natural people person and problem solver witha real drive to
deliver results. Minimum 2 years' experience at team manager or
supervisor level, ideally in a contact centre environment managing  sales
based team.

Results Orientated - Confident, self-motivated and positive attitude with
strong commercial awareness

Acustomer centric approach to business i alldealing with customers,
peers, staff and suppliers

Abilty to proactively give feedback and act on feedback given - Champions
acoaching culture

Computer literacy, confident user of Microsoft Office applications, excel,
word, powerpoint etc

Excellent communication, influencing and negotiation skills, both written
and verbal

Outstanding planning and organisational skills, with an ability to work
under pressure and prioritise in a deadline driven environment

Role model Brakes values at all times

Anability to build and maintain good working relationships at all levels
Leads, inspires and promotes confidence wi
Exceptional customer handiing skills and experience with strong problem
solving capabilities
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Full job description
Hours: Monday to Friday, 8:30am - 4:30pm

About the Role

Purple Granite Ltd is looking for a friendly and organised Sales Administrator to
join our busy office. You'll support our Sales Managers, help with kitchen projects,
and keep the office running smoothly.

Key Responsibilities

Assist Sales Managers by preparing quotations and proposals.
Read and understand kitchen plans and drawings.

Keep customer records up to date in our CRM system.

Answer emails and phone calls, providing excellent customer service.
Organise appointments, meetings, and follow-ups.

Prepare reports and documents to support the sales team.

Liaise with clients, suppliers, and colleagues to keep projects on track.
Support order processing and ensure accurate data entry.
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Skills & Experience

Atleast 2 years' office experience.

Experience in sales administration or office support is a bonus, but not
essential.

Able to use Microsoft Office (Word, Excel, PowerPoint, Outiook).

« Experience with CRM systems is helpful, but full training will be given.
« Organised, reliable, and able to manage multiple tasks in a busy office.
« Good written and verbal communication skills.

\g & Development

Evenif you don't have experience reading kitchen plans or using our systems, we
will provide fulltraining. We want someone who's organised, eager tolearn, and
ready to support the team.

Why Join Purple Granite?

Our officeis busy and fast-paced, but t's also rewarding. You'llplay an important
ole in helping our Sales Managers deliver excellent service to our customers. If
You enjoy variety, teamwork, and learning new skills, thisis the role for you.





