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Task 1 
  I have identified two relevant job advertisements: HR Assistant at Frazer Jones (Totaljobs, 2026) and HR Officer at Newton Housing Trust (Reed.co.uk.2026). Both roles centre on effective people support, administrative excellence, and adherence to professional standards.an HR Assistant: Strong interpersonal and communication skills; ability to handle enquiries and produce accurate written documentation; commitment to confidentiality and data protection; excellent organisation and administrative ability; experience with HR systems such as HRIS and MS Office, adaptability and teamwork.

HR Officer: Confidentiality, discretion, and integrity; capability to manage employee records, workflows, and deadlines; collaborative working and relationship-building across teams; problem-solving and impartial decision-making when applying policies; foundational knowledge of employment law, HR procedures, and reporting techniques.

Both advertisements place shared emphasis on confidentiality, integrity, and effective communication. They value administrative accuracy, time management, and the ability to work both independently and as part of a team. Problem-solving skills, discretion when handling sensitive information, and adherence to standards are also central requirements for both positions. The HR Officer role additionally requires more in-depth knowledge of employment legislation and policy application, while the HR Assistant role highlights technical proficiency in IT systems and adaptability.

Working as a GP Receptionist has already enabled me to develop and practise many of these essential skills. I treat confidential patient information with care, communicate clearly and compassionately, and manage appointments, records, and competing tasks reliably. Honesty, professionalism, and respect guide all my interactions.

As a first-year Leadership & Management student, I am building directly on this practical experience through my studies. Achieving distinctions across all modules demonstrates my commitment, capability, and determination to succeed. My degree is helping me develop policy awareness, understanding of employment law, and the professional confidence needed to advise others. My existing strengths provide an excellent foundation, and continued study and practical application will allow me to bridge the gap between general administrative competence and specialist HR knowledge, preparing me fully for a career as an HR Assistant or HR Officer


Task 2
SWOT is an acronym for Strengths, Weaknesses, Opportunities, Threats. Occasionally, it may also be found as a ‘WOTS up’ analysis or the TOWS analysis. The technique is credited to Albert Humphrey who led a research project at Stanford University in the 1960s and 1970s using data from leading companies involved in long range planning processes.
A SWOT analysis is a planning tool used to understand key factors - strengths, weaknesses, opportunities, and threats - involved in a project or in an organisation. It involves stating the objective of the organisation or project and identifying the internal and external factors that are either supportive or unfavourable to achieving that objective. SWOT is often used as part of a strategic or planning process but can be applied to help understand an organisation or a situation, and for decision-making for many different scenarios. (CIPD,2026).
SWOT is important because it provide a clear, structured framework to assess current position and future direction. It separates internal factors (strength to build on weaknesses to address) from external factors (opportunities to seize, threats to prepare for). This supports realistic planning informed decision making and helps align personal or organisational goals with what is achievable making it easier to create actionable plans and measure progress.

	Strengths  
       - Communication skills developed through daily public infection  
· High integrity discretion and confidentiality. That has proven in sensitive information handling 
· Strong Organisation and attention to detail accurate admin and records management 
· Reliable calm under pressure quick to learn adapt to new tasks and system 
· Committed to academic excellence, aiming to pass all modules and achieve distinction grades. 



                                                                   
	Weaknesses
·  Lacks confidence in decision making without clear guidance.
· Public speaking, uncomfortable speaking to groups. 
· Limited formal HR knowledge still developing 


	Opportunities 
 
· Transfer existing skill directly into HR practice with focused upskilling
·  Degree builds leadership management and organisational behaviour knowledge.
· Academic achievement at distinction level demonstrates ability, discipline and commitment.
· Gain practical insight by observing and supporting HR related tasks.


	Threats 

· Entry level roles attract strong coemption.
· HR legislation & best practice change frequently which require continues learning.
· Role expectations are rising with increasing demand for specialist HR knowledge.




First off all, after conducting my SWOT I realised that my key strengths provide a strong foundation for a career in HR, built practical experience and personal qualities. Working as a GP Receptionist means I interact with a wide range of people every day which has helped me developed clear empathetic communication skills essential for advising in HR. I am trusted to Handel high confidential patient and practical information daily, proving I have the integrity, discretion and ethical standards that HR roles demand. My work requires strong organisation and attention to detail for accurate record keeping, appointment management, and administrative tasks, even during busy periods. I remain calm under pressure adapt quickly to new system and procedures and am always willing to learn traits tat help grow and improve in any role. Alongside this, I am fully committed to my studies, aiming to pass all modules and achieve distinction grades which demonstrates discipline, determination and the ability to master new knowledge.
My weaknesses are areas I am actively working to improve as I progress. I sometimes lack confidence when making decisions without clear guidance, as I have limited experience leading or taking responsibility in formal situations. I also feel uncomfortable speaking to groups, which I recognise will be important for future HR tasks such as inductions or meetings. While I have strong general administrative and IT skills my formal HR knowledge including employment law, polices and specialist system is still developing. These gaps are natural at this early stage, and I am addressing them through my degree, workplace learning and planned development activities so I can become a confident, capable HR professional.


Evidence of Readiness 
I demonstrate readiness through academic progress professional experience and consistent, I engage with core management concepts organisational behaviour and leadership theory building the framework HR practice. I complete work to deadline seek feedback and improve systematically showing discipline and growth mindset.
My GR Receptionist role provides strong transferable evidence. I handle highly confidential information daily, work ethically within strict boundaries and communicate clearly with people from all backgrounds directly relevant to HR. I manage busy periods resolve enquires calmly, maintain accurate records, and support colleagues proving reliability organisation and emotional intelligence. Supervisors and colleges describe me as trustworthy, helpful professional.
Balancing full-time work alongside my degree demonstration time management, resilience and commitment. I actively connect my learning to workplace situations observing how staff are supported how polices are applied and how teams are led showing. I am already thinking like a future HR professional. While formal HR specific knowledge is growing, I process the core personal and professional attributes HR roes demand integrity, empty, organisation and a willingness to learn. I am actively addressing gaps through study and planned development making me well positioned to progress in HR.



Task 3 
Employability Goals 

Short term (0-12 months) Successfully complete all university modules with distinction grades, building a solid academic foundation in leadership and management. Secures an HR Assistant role or HR related responsibilities with my current organisation. Build foundation knowledge in employment law, HR police, and record keeping gain confidence in handling staff enquires and administrative HR task. These goals matter because they build direct experience and align my degree with practical HR work. 
Long term (1-3 years) Maintain high academic standards throughout my degree, then progress to HR officer level specialising in generalist HR duties employee relations, onboarding, policy application. This aligns with leadership and management studies and career ambition to support people build fair workplace and help organisation run effectively.



Personal Development Plan 

	Action 
	Addresses 
	Timeline 
	Resources 
	How I will measure progress 

	Pass all modules & achieve distinction 
	Academic foundation 
	Ongoing 
	Course materials, tutor, study plan 
	Module results consistently at distinction level 

	 Study introductory HR/ employment law 
	HR knowledge gap 
	Month 1-6
	CIPD guides, free online modules 
	Complete 1 short course, pass self-assessments 

	Master MS Excel & learn HRIS basic 
	IT system skills 
	Month 2-9
	Online tutorials workplace tools 
	Confident using spreadsheet system proficiency confirmed

	Take on HR related task 
	Experience & confidence 
	Month 3-12
	Line manger HR team 
	Complete agreed tasks spreadsheets system 

	Apply degree theory to HR topics 
	Decision making and leadership 
	Ongoing 
	Course materials and tutor 
	Link assignments to HR practice track understanding 

	Reflect 
	All weakness 
	Every 3 month 
	CV skills audit 
	CV update new skill added goal reviewed 
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