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Task A – Comparison of Two Job Adverts
This report compares two Business Support Administrator vacancies: one advertised by Tate Recruitment for a Business Support Officer and another Business Administrator position within the NHS. Both roles require applicants to provide administrative support, maintain accurate records, organise meetings, communicate effectively with colleagues, and use Microsoft Office applications confidently.

The Tate Recruitment advert highlights organisational skills, customer service, teamwork, financial administration, and the ability to manage multiple tasks simultaneously. It also requires attention to detail and a proactive attitude. Similarly, the NHS Business Administrator role requires diary management, communication with senior managers, confidentiality, IT proficiency, and professionalism while working under pressure.

Common skills identified across both adverts include communication, organisation and time management, teamwork, Microsoft Office proficiency, customer service, attention to detail, prioritising workloads, and professionalism.

One key skill that I believe is essential is effective communication. In my future career, communication will allow me to build productive relationships with customers, colleagues, and managers. My experience as a professional driver and business owner has taught me the importance of listening carefully, responding professionally, and solving problems calmly. Throughout my university studies, I have also developed stronger written communication through reports and presentations. Effective communication improves teamwork, reduces misunderstandings, and contributes to excellent customer service, making it one of the most valuable employability skills.
Task B – Self-Assessment and Evidence of Readiness
SWOT Analysis
	Strengths
	Weaknesses

	Strong work ethic
	Limited office administration experience

	Excellent self-discipline
	Public speaking confidence

	Problem-solving skills
	Advanced Excel knowledge

	Reliable and adaptable
	Limited professional network


My greatest strengths are determination, discipline and resilience. Working as a professional driver while studying has taught me responsibility, punctuality and effective time management. Running my own business has strengthened my customer service, planning and decision-making abilities.

I recognise that I need to develop further in office administration, advanced Microsoft Excel, public speaking and professional networking. Addressing these weaknesses will improve my employability.

Evidence of my readiness for employment includes successfully balancing full-time work with higher education, completing academic assignments, improving research and report-writing skills, and developing transferable skills such as communication, teamwork and problem solving. My experience serving customers, managing responsibilities independently and maintaining a professional attitude demonstrates that I am prepared for employment within a business environment. I am committed to lifelong learning and continuous professional development.
Task C – Employment Goals and Personal Development Plan
Employment Goals
Short-term goals include completing my Cert HE Business Skills for the Workplace qualification, obtaining a Business Administrator role, and improving my digital business skills. Long-term goals include progressing into a management position and continuing my professional development through additional qualifications while expanding my own business opportunities.
Personal Development Plan
	Development Need
	Action
	Timeline
	Resources
	Success Measure

	Excel
	Complete online course
	3 months
	Microsoft Learn
	Certificate

	Public speaking
	Present more often
	6 months
	University workshops
	Improved confidence

	Business software
	Learn Office 365
	3 months
	Online tutorials
	Practical competence

	Networking
	Develop LinkedIn profile
	Ongoing
	LinkedIn/Careers Service
	Professional connections
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