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Task A: Job Adverts + Skills (Marketing Assistant)         [image: ]  
For this task, i choose to look at the job of a marketing assistant. I found two real job adverts. One on LinkedIn UK and one on indeed UK. Both jobs are for people who are starting their careers in marketing. They ask for a mix of skills, knowledge, and a positive attitude.
The first job advert on LinkedIn was for a marketing assistant in London. The n wanted someone with good communication skills, who is organized creative, and can work well with other people. They also wanted someone who knows how to use Microsoft Office, especially Excel and PowerPoint. The jobs include helping with marketing campaigns, writing emails, and creating social media post.

The second job advert on indeed was for marketing assistant in Manchester. This company was looking for someone with good speaking and writing skills, good time management, and attention to detail. They also wanted a person who understands digital marketing, SEO, Google Analytics, and social media experience with canvas or Adobe was a bonus.
 After comparing both jobs' adverts, i noticed they have a lot in common. Both employers want someone who can communicate well, work in a team, stay organized, and use Microsoft office, they also expect applicants to understand the basic of marketing and social media because these are the important parts of the jobs 
There are also some differences. The LinkedIn job focuses more on creativity and helping with marketing campaigns. The indeed job is more focused on digital marketing and using tools like Google Analytics and SEO. This shows that different companies look for different skills depending on the type of work they do.
The most important skills, in my opinion, communication. A marketing assistant needs to speak and write clearly because they work with customers, managers, and other team members every day. Good communication helps people understand ideas, solve problems, and work together successfully.
In my feature Career, i will use communication skills every day. I will communicate with other customers, work closely with my colleagues, and share ideas during meetings. I also want to improve these skills by practicing presentations, joining group projects and gaining experience through part-time work or internship. I believe that having strong communication skills will help me become a confident and successful marketing assistant.
I think this career offers many opportunities to learn new skills, and gain experience. Marketing is always changing because businesses use new technology and social media to reach customers. A marketing assistant needs to be willing to learn, adapt to changes, and work hard. These qualities will grow into a more senior marketing role in the future.
I am excited to develop my skills and build my career.




Task B: SWOT Analysis and Evidence of Employability    [image: ]
Self-assessment is a valuable process that enables individuals to evaluate their abilities, recognize areas for improvement, and prepare for further career opportunities. As a business student, understanding my personal strengths and weaknesses allows me to develop my knowledge, skill, and attributes required to succeed in a competitive business environment. A SWOT analysis (Strength, weakness, opportunities and Threats) provides a structured framework to assess my current capability and identity strategies for continuous professional development.
SWOT Analysis:
Strengths
One of my key strengths is the ability to communicate effectively in both written and verbal contexts. Throughout my university studies, i have enhanced my communication skills through presentation, group discussion, and written assessments. These experiences have improved my ability to present ideas clearly, listen actively, and collaborate with others. Effective communication is fundamental in business as it supports teamwork, strengths professional relationships, and contributes to successful organizational outcomes. 
Another significant strength is my ability to work collaboratively within diverse teams. Group projects have enabled me to develop interpersonal skills, appreciate different perspectives, and contribute constructively toward shared objectives. These experiences have reinforced the importance of cooperation, problem – solving, and mutual respect, all of which are essential qualities in today's workshop.
I also possess strong organizational and time management skills. Balancing multiple academic responsibilities has requires careful planning, prioritization, and self–discipline. By managing my workload efficiently and consistently meeting assignments deadlines, i have demonstrated reliability and accountability. These qualities will enable me to perform effectively in a professional business setting where meeting deadlines and managing competing priorities are essential.
Furthermore, i have a strong commitment to continuous learning and self–improvement. I actively seek feedback from lectures and lifelong learning essential for career success.
Weaknesses:
Although i have developed many useful skills, i knoq there are areas where i need to improve. One of my weaknesses is that i have limited practical experience in the business field. While my university studies have given me strong theoretical knowledge, i still need workplace experience to better understand how businesses operate in real-life situation.
Another weakness is my confidence when speaking in front of large groups. Even though i have become more comfortable through class presentations, i sometimes feel nerves when presenting important information. I plan to improve this by practicing public speaking and participating more actively in class discussions.
I also tend to spend too much time checking my work because i want everything to be perfect. Although paying attention to detail is important, i understand that spending too much time on one task can reduce my overall productivity. I need to learn how to balance quality with efficiency.

Opportunities:
There are numerous opportunities available to support my professional growth and career development. Successfully completing my business degree will provide the academic qualification required for graduate roles in areas such as management, marketing, human resources, finance, and business administration.
My university also offers valuable career development services, including networking events, professional workshops, internships, and work-integrated learning opportunities. Participating in these activities will allow me to gain practical experience, strengthen my professional network, and develop industry-specific skills that enhance my employability.
In addition, professional development through online learning platforms and industry certification presents futher opportunities to strengthen my skill set. Developing advanced knowledge in Microsoft Excel, project management data analytics will increase my competitiveness in the graduate employment market.
The increasing reliance on technology across all business functions also provides opportunities to develop digital capabilities. By remaining informed about emerging technologies and industry trends, i can position myself as an adaptable and future focused business professional.

Threats :
The graduate employment market is highly competitive, representing one of the greatest external challenges to securing employment. Many candidates possess similar academic qualifications, making it essential to differentiate myself through practical experience, professional skills, and continuous personal development.
Technological advances also present an ongoing challenge. Automation, artificial intelligence, and digital transformation are rapidly changing the nature of business operations. As a result, professionals must continually update their knowledge and technical skills to remain relevant within the workforce.
Economic uncertainty may also affect employment opportunities, particularly during periods of reduced business growth. Organizations may decrease recruitment or restructure their workforce in response to changing economic conditions. To minimize the impact of these external factors, i intend to remine flexibility, continue developing my professional competencies, and actively pursue opportunities that strengthen my employability.




Evidence of Readiness for Employability:
Throughout my business degree, i have developed a broad range of knowledge, technical competencies, and transferable skills that demonstrate my readiness for future employment. My academic studies have strengthened my understanding of core business disciplines, including management, marketing finance, organizational behavior, and business communication. These subjects have enhanced my ability to analyze business challenges, evaluate potential solutions, and make informed decisions.
Participation in group assignments has enabled me to develop essential workplace skills, including teamwork communication, leadership, negotiation, and conflict resolution. Working collaboratively with students from diverse backgrounds has improved my ability to contribute effectively within teams while respecting different viewpoints and achieving shared objectives.
My academic experience has also strengthened my digital literacy skills. Regular use of Microsoft Office application, presentation software, online learning platform, and business research database has improved my technical proficiency. These digital capabilities are increasingly important as businesses rely on technology to support communication, decision making, and organizational performance.
Constructive feedback received from lectures has played a significant role in my academic and personal development. By reflecting on feedback and implementing suggested improvements, i have enhanced my critical thinking, academic writing, and problem-solving abilities. This willingness to learn from feedback demonstrates resilience, professionalism, and a commitment to continuous improvement.
Overall, my SWOT analysis highlights that i possess stong communication, teamwork, organizational, and analytical skills, supported by a positive attitude toward learning and professional development. While i recognize the need to gain greater practical experience and further strengthen my public speaking confidence, I am committed to addressing these areas through internship, professional development opportunities, and ongoing learning. I believe these experiences, together with my academic knowledge and determination to improve, have prepared me to begin a successful career in the business sector and contribute effectively to a professional organization.


Task C: Employment Goals and Personal Development Plan  [image: ]
From my SWOT analysis, i recognized that i need to improve my leadership, communication, and practical business skills. Developing these areas will increase my confidence, improve my employability, and prepare me for a successful career in the business sector.
My short-term goal is to complete my business qualification and obtain entry level positions, such as a business administrator, marketing assistant, or customer service representative, within six months after graduation. To achieve this, i will focus on improving my understanding of business management, marketing, finance, and customer service through my coursework and online learning. I will also participate in group activities, class presentations, and volunteer work to strengthen my communication teamwork and organizational skills.
My long-term goal is to advance into a management or leadership role within the next five years. To reach this goal, i will continue building my knowledge and experience by completing professional training courses, earning business –related certification, and keeping up to date with current business trends. I also plan to build professional relationships by attending networking events and learning from experienced professionals in the industry.
My personal development plan includes setting aside four to five hours each week to improve my business knowledge through online courses, books, and industry resources. I will regularly update my CV and LinkedIn profile, apply for internship and graduate opportunities, and ask lecturers and workplace supervisors for feedback to help me improve. I will monitor my progress by completing my qualifications, gaining practical work experience, archiving additional certification, and successfully securing employment in the business field.
By following this plan, i will continue developing the skills and knowledge needed for a successful business career. It will help me become a confident, capable, and professional employee who is prepared for further opportunities and career growth.
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