REFLECTIVE ESSAY

TASK 1: Comparison of Job Adverts

Four advertisments of UK-based employers have been analysed in terms of the skills required in its objective profession - Business Administration or Customer Service: 1. Customer Services Advisor, Retail Bank, 2. Administrative Assistant working at NHS Trust, 3. Office Coordinator- Logistics Company, and 4. Customer Experience Assistant for e-Commerce retailers. Along with looking for recurring skills and knowledge requirements, behavioural expectations were also focussed on within the analysis process of these adverts.
 
Effective communication, both in writing and verbal, was a challenge in all four roles. Communication skills were highlighted on more than one occasion that stressed the need for clearly communicating information amongst their clients and within their working groups - a notion that is in line with Robles (2012) which instead considers communication to be one of the soft skills most sought after in today's contemporary work place. These are then followed by other competencies, such as organisational, and time management competencies, since it is anticipated that whilst working into several roles, issues and activities may be successfully addressed. Other parts of today's literature also consider the qualities necessary for the officers in the service of admin and client service because it is in direct alignment with effectiveness in the workflow (Jackson & Chapman, 2012).
 
Therefore, the essential requirement is problem-solving ability to solve those in a customer-oriented service where rapid and self-dependent handling powers are a must. In contrast, according to Succi and Canovi (2020), employers now respect often the graduates that are able to put critical thinking into practise and adapt to changing situations. The advertisements stressed basic IT skills, more specifically in MS Office and customer management software applications, as digital literacy is one very necessary employability skill (Hussain et al. 2020).
 
While each role was characterised by different requirements, for example medical terminology for NHS position or an order tracking system for logistics, the basic competencies were kept the same. In conclusion, the mandatory skills that are considered in all job advertisements for administrative and customer service are good communication, good organisational abilities, problem-solving, teamwork, and digital literacy.
 
Task 2 Self-Assessment and Evidence of Readiness  
 
To measure my current competencies and potential, I did a SWOT analysis, which in particular enabled me to determine the pluses, minuses, possibilities, and peril in my life experiences (Gurrel & Tat, 2017). By finally devising this internal examination of myself I was also given the opportunity to look beyond my expectations and the task before me, that is, to understand my current position in relation to my skills as identified in Task 1 and to identify the areas I need to consider improving in order to create my employability.
 
Strengths
 
One of my major strengths is communication skills. In my academic life, an appreciation of clarity of writing and confidence was to be maintained. It has been widely observed that effective communication can improve and employability as well as work. (Andrews, & Higson, 2008). I believe that I am also good at being organised; I make use of digital tools to effectively plan and manage my tasks according to the level of urgency. Due to this strength, I have found myself successful at managing school and part-time job requirements as well as concurrently exhibiting time management skills which are necessary in lots of professional areas.
 
Weaknesses
 
I realise that a limitation of specific advanced excel functions to improve the usefulness output of pivot tables or advanced data analysis tools is within the midst of completion. In evaluating the importance of the job title of secretary in today's busy environment, my use of this knowledge seems to be valuable and diminishing, based upon the acts that pertain to my competencies. Furthermore, this impracticality undermines my confidence in getting things done in acute times. At this point of time, I do ponder over many kinds of problems I come across for further classroom analysis. When it comes to real life management where they take place in real-time, I do feel kind of overwhelmed. Clarke (2018) also identified that students frequently fail in the transfer of their academic analytical skills to the practical context since they are not provided with equal exposure.
 
Opportunities:
 
There are many opportunities that I can explore that can be improved. For example, there are workshops held in my university on digital skills, and I can e-learn to improve my IT skills. Moreover, part-time employment has become a new trend regarding the availability of customer service jobs, so I will have the opportunity to get work experience while I am still studying. Experiential learning, as emphasised by Yorke (2006), is one of the most effective practises towards the advancement of employment skills.
 
Threat:
 
The main impediment faced by me is that my competitors quite heavily dwindle in the markets of customer service and administration. Other applicants might have technical knowledge as well and therefore require constant self-enhancement for me. Otherwise, the arrow of technological change may strike again: Automation of office work means less need for elegantly printed C.V.s and updates it with the need for a high level of capability in operational technology (Frey & Osborne, 2017).
 
Evidence of being ready for employability:
 
Though I count myself among the weak, I do work hard for the development towards my employability. Completion of my group project weeks has helped in gaining teamwork, leadership and communication. All these comprehensive tasks are reflective of the description of collaborative competencies by employers (Bridgstock, 2009). Furthermore, the hours when I volunteered at a local community event have given me experiments in dealing with customers and registration. Some really good doses of reality, in customer service, under my belt mothered these trials.
 Walking in an area that circles hails either from peers or instructors' buzzes back to my constitution to calm down in order to lend presentations. They give me assurance to having reasonably good interpersonal and self-management maturity for potential good work behaviour. As I have learned about additional digital skills and developed the ability to tackle problems with more tenacity, I can foresee myself by going symbolically to business administration and consumer service positions.

TASK 3: Employment Goals and Personal Development Plan

Through the review of my SWOT, I produced employment goals that were short and long-term due to my weaknesses as well as overall career goals. This process enabled me to have some sort of compass in directing my professional development.
 
Employment Aims
 
Short-term goals (next 12 months):
 
To increase my advanced technical expertise, especially in Excel and CRM systems. A direct reaction to what was previously identified as an IT weakness, a work on these skills will go in a direct way for an increase ofemployability. Along this line, Hinchliffe and Jolly (2011) contend that technical competence is critical in the development of employability among graduates, especially as it relates to very competitive administrative positions.
 
To get a part-time employment or participate in an internship that would give me exposure to a lot of customer related services. Such exposure will help strengthen my existing problem-solving skills with the intention of building my confidence in dealing with challenging situations.
 
Long-term goals (next 3–5 years):
 
My long-term goal as per my plan for personal growth is to work full-time in business administration (as well as to grow to the position of leadership). In order to be able to accomplish it, I try to improve my leadership and communication skills. The Coetzee study focused on the enhanced leadership capacities and how it could lead to better career progression and performance at the workplace. Along with this, I would obtain a professional certification that is related to business administration to strengthen my credentials.
 
Personal development plan (PDP)
 
To help those goals even more, I structured a form of PDP using (academic) strategic guidance centred on hands-on practise, tangible measurable goals and reflective self-improvement (Pedler et al., 2007). Activities in plan are the following:
 
1. Digital Skills Training:
 
Attend online excel training for 4 hours per week for 8 weeks. The effectiveness of this training will be assessed by periodically conducted assessments as well as by application of skills in my course work. This is linked to the digitalisation of administrative responsibilities that is becoming increasingly frequent.
 
Working Background:
 
In the following two months, I will try part-time positions which are customerships. As is working experience, I will reflect upon workplace challenges weekly which is proved by Kolb (1984) experiential learning theory so that chance work becomes real competence.
 
Technical Training:
 
I will take part in university workshops to create brainstorming capabilities and problem-solving in general, where scenarios of work are simulated. I will measure my progress by comparison of practical smartness and feedback from facilitators over time.
 
Long-Term Leadership Growth:
 
During my next three years of school, I will reach out for leadership opportunities through student clubs or a job outside the classroom. Leadership development is a life-long exercise, and you need to practise on a regular basis. (Northouse, 2021).
 
I intend to work on the identified weaknesses and gain the necessary employability that I would need in the profession of choice. As my experiences unfold, I shall like this process of reflection-based learning whereby I react and make arrangements according to what is pragmatic and conducive to the career plans.
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