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Task A:
Comparison of Teo Job Adverts and identification of Key Skills 
To understand the skills and knowledge required within the administration profession Operation administration job advertisements were analysed. The first advertisement was for an operation administrator at DHL Supply Chain, while the second was for an operation administrator at FedEx. Although both organisations operate within the organization industry, they emphasise similar competencies required to perform the role effectively.
The DHL Supply Chain advertisement highlighted organisational skills, communication, attention to detail, time management, customer service, problem solving and proficiency in Microsoft Office, particularly Microsoft Edexcel. The role also required the ability to work under pressure prioritise workloads and maintain accurate records while supporting operational activities.
Similarly, the FedEx operation Administrator advertisement required strong administrative skills, excellent written and verbal communication, teamwork, customer service, computer literacy, and the ability to manage confidential information. Candidates were expected to produce accurate documentation, support operational processes, maintain databases, and communicate effectively with colleagues and customers.
Comparing both advertisements shows several common skills and knowledge areas. Both employers' value excellent communication, organisation, attention to detail, customer service, teamwork, and computer literacy. Both roles require employees to work accurately under pressure, manage multiple priorities, and maintain ambitious standards of administration. These findings suggest employers seek candidates who are dependable, organised, and capable of supporting daily business operations efficiently.
In addition to practical skills, both job advertisement demonstrates the importance of knowledge relating to data protection, health and safety procedures, operational processes, and the effective use of digital systems. As organisations continue to adopt digital technologies, employers increasingly expect administrative professionals to be confident using Microsoft Office applications and internal management systems (CIPS,2024).
One of the most important skills identified is organisation. Effective organisational skills enable administrative profiles, professional to prioritise tasks, meet deadlines and maintain accurate records. Poor organisation can affect productivity, communication, and customer satisfaction.
I have developed strong organisation skills through my current role as an administrative Clerk at FedEx. My responsibilities include processing documentation, maintaining accurate records, responding to customer enquiries, and supporting daily operational activities. These duties require careful planning, attention to detail and the ability to complete tasks within strict deadlines. Previously, while working at Billington Foods, i also developed organisational skills by coordinating documentation and ensuring administrative processes were completed accurately.
In my future career as an operation administrator, original skills will remain essential. I will use these skills to manage workloads efficiently, coordinate communication between departments, maintain accurate records and contribute to the smooth running of business operations. Developing this competency further will improve my effectiveness, increase productivity, and support future career progression into supervisory or management positions. Employers consistently identify organisational ability as one of the most valuable employability skills because it supports efficiency, customer satisfaction, and overall business performance (Institute of Student Employers,2024).
Task B: Self-Assessment and evidence of Readiness for Employment 
A self-assessment is an important process that enables individuals to evaluate their abilities,regonise areas for improvement and identify opportunities for personal and professional development. One effective method for self-assessment is the SWOT analysis, which examines strengths, weaknesses, opportunities, and threats. Completing a SWOT analysis provides a clear understanding of current capabilities and support informed career planning (CIPD,2024).
SWOT Analysis
Strengths 
One of my greatest strengths is my organisational ability. Working as an Administrative Clerk at FedEx has developed my ability to prioritise workloads, maintain accurate records and complete tasks with strict deadlines. These responsibilities require attention to detail and effective time management to ensure operational processes run efficiently.
Another strength in my communication skills. Through my employment, i have communicated professionally with colleagues, customer and managers through telephone conversations, emails, and face to face interactions. Effective communication has helped me build positive working relationships and resolve issues efficiently.
I am also adaptable and dependable. Working within fast paced operational environments has taught me how to respond positively to changing priorities while maintaining ambitious standards of work. Employers value adaptability because business environments frequently change due to technology customer expectations and organisational requirements (Institute of Student Employers,2024).
In addition, I am committed to continuous learning. Studying for a Level 6 Business degree while working full time demonstrates motivation, discipline, and effective time management. Balancing employment with higher education has strengthened my ability to manage competing responsibilities successfully. 
Weaknesses 
Although i possess strong administrative skills, there are areas where further development is required. One weakness is my limited experience using advanced Microsoft excel functions such as Pivot Tablets, Power Query, and advanced formulas. As many administrative positions require data analysis and reporting, improving these skills will increase my effectiveness in future roles.
A second's weakness is my limited leadership experience. Although I work effectively within a team, I have not yet supervised colleagues or managed projects independently. Developing leadership skills will prepare me for future career progression into supervisory or management positions.
Another is for improvement is confidence when delivering formal presentations. While I communicate well in everyday workplace situations, presenting information to larger groups remains challenging. Improving this skill will enhance my professional confidence and support future management responsibilities.
Opportunities 
Several opportunities exist to support my future career development. Completing my business degree will strengthen my academic knowledge and improve my employability within the administration and operations sector.
Professional development courses also provide opportunities to improve technical skills, particularly Microsoft Excel, project management, and business software. Completing recognised certifications will strengthen my CV and demonstrate commitment to continuous professional development.
My current employment at FedEx provides valuable opportunities for career progression. Internal vacancies, mentoring programmes additional responsibilities allow employees to develop practical experience while building relationships with experiencing professionals.
Networking with lecturers, colleagues and industry professionals is another opportunity. Developing professional connections increases awareness of employment opportunities and provides access to valuable career advice.
Threats
Competition within the graduate employment market represents a significant external threat. Many applicants possess similar academic qualifications, making relevant work experience and transferable skills increasingly important.
Another threat is the rapid advancement of workplace technology. Administrative roles continue to evolve through automation and digital systems. Employees who fail to update their digital skills risk becoming less competitive within the job market.
Economic uncertainty also presents a challenge. Changes in business performance, recruitment activity and organisational restructuring can reduce employment opportunities. Remaining adaptable and continuing professional development will help reduce employment opportunities. Remaining adaptable and continuing professional development will help reduce the impact of these external factors.
Evidence of Readiness for Employability and Personal Statement 
My academic studies ad employment history demonstrates that I am prepared for future employment within administration and operations. Studying for a Level 6 Business degree has developed my understanding of management, communication, decision making, and professional practice. These modules have strengthened my analytical thinking, report writing, and problem-solving abilities.
My current role as an Administrative Clerk at FedEx has provided practical experience in managing documentation, maintaining accurate records, supporting operational processes, and delivering customer service. Working within an international planning organisation has strengthened my organisational skills, communication abilities and understanding of business operations.
My previous employment at Billington Foods also contributed to my professional development by providing experience in administrative support and maintaining workplace documentation. Working different organisational environments has improved my adaptability and understanding of professional expectations.
Completing university assignments while working has demonstrated commitment. Resilience and effective time management. Successfully balancing academic responsibilities with full-time employment shows that I can be capable of working under pressure and meeting deadlines.
Feedback received from managers has recognised my reliability, willingness to learn and professional attitude. Academic feedback has also highlighted my ability to conduct research, evaluate information critically and present structured written work. These experiences have increased my confidence and prepare me for greater responsibility within future employment.
Overall, the SWOT analysis demonstrates that I possess strong organsational,communication and administrative skills supported by valuable workplace experience. At the same time, I recognise the importance to develop leadership abilities, technical knowledge, and presentation skills. By building on my strengths and addressing identified weaknesses, I will improve my employability and increase my opportunities for long term career progression.
Employment Goals and Personal development Plan 
The SWOT analysis highlighted several areas for improvement, particularly advanced Microsoft Excel skills, leadership experience, and confidence when delivering presentations. Addressing these weaknesses is essential for achieving my career aspirations within administration operations.
My short-term employment goal is to strengthen my technical and professional skills while continuing to gain experience in my current administrative role at FedEx. Over the next twelve months, i aim to complete an advanced Microsoft Excel course, improve my confidence when presenting information and take on additional responsibilities within my department. These objectives will improve my ability to analyse data, prepare reports, and contribute more effectively to business operations.
My long-term employment goal is to secure a position as an Operations Administrator and progress into a supervisory or Operations Manager role. Completing my business degree and continuing my professional development will provide the knowledge and practical experience required to achieve these ambitions. These goals are important because they align with my interest in business operations, continuous improvement, and organisational management. They also offer opportunities for greater responsibility, career progression, and long-term professional success.
Personal Development Plan 
	Development area
	Action Required 
	Timescale 
	Resources Needed 
	Measure of Success

	Advanced Microsoft Excel 
	Complete an advanced Excel training course and practice using PivotTables,
XLOOKUP and data analysis tools
	Within 3 months 
	Microsoft Learn, LinkedIn Learning and workplace practice
	Successfully complete the course and confidently use advanced Excel functions at work

	Leadership skills 
	Volunteer to coordinate small tasks and support team activities
	Within 6 months
	Guidance from line manager and workplace mentoring 
	Receive positive feedback and demonstrate increased leadership responsibility 

	Presentation skills
	Deliver presentations during university modules and workplace meetings
	Ongoing for 12 months 
	University workshops, presentation practice, and lecturer feedback 
	Increased confidence and improved presentation feedback 

	Professional Known ledge 
	Continue studying for the Level 6 Business degree and attend relevant professional development sessions 
	Ongoing until graduation 
	University resources, library, and online learning
	Successful completion of degree and improved academic performance


Reviewing this development plan regularly will help me monitor my progress and identify any further improvements required. Measuring my success through course completion, workplace feedback, academic achievement, and increased responsibility will ensure continuous professional development. By following this plan, i will strengthen my employability, improve my confidence, and develop the knowledge and skills required for long term career progression within administration and operations.
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