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Task 1 
There are different skills need for a Digital Marketing position. The role I am interested in is Digital Marketing Executive. To be a manager in this profession you need a range of skills. In one advertisement, for Digital Marketing executive in Lotus Laser Systems the skills will be excellent organisational and communication skills, strong organisational,  Google Analytics, WordPress and Adobe photoshop, good time management skills with an organised approach work priorities, coordinate email marketing campaigns, analysing performance metrics, good time management campaigns and analyse performance metrics 

In addition a similar position, the another role is that I am interested too is Digital Marketing Manager in Insight select Ltd the skills will be Strong project management and stakeholder engagement skills and highly organised proactive and confident working cross functionally, Data-driven with excellent analytical capability and also proven Digital Marketing manager experience with a strong paid media and CRM background. the required skills include strong project management and stakeholder engagement skills. The candidate must be highly organised, proactive, and confident when working across different teams. The role also requires being data-driven with strong analytical skills, as well as experience in paid media and CRM systems.
Common Skills and Knowledge
Both job adverts highlight several similar skills. These include:
· Strong organisational skills
· Good communication skills
· Ability to analyse data and performance
· Being able to manage tasks and work effectively

















Task 2 

What is a SWOT Analysis?
The process of conducting a SWOT analysis is fairly straightforward, although it may take some time to develop. SWOT stands for strengths, weaknesses, opportunities and threats that you identify for yourself or within your organization. Conducting this type of analysis comes with several benefits and can be practiced at both an organizational and personal level. From economics and marketing to finances and nonprofits, SWOTs set a foundation that can be applied to just about any situation
Why is a SWOT analysis important when creating a business strategy? It’s a powerful tool to assess internal and external factors that give a business a clear advantage and help it keep abreast of consumer trends.

	Strengths  
 
 -Good Communication 
· Ability to work well in the team
· Organised and able to manage time effectively 
· Learn new skills 
· Positive attitude towards my work


 
 
 
 
 
 
 
 
 
 
	Weaknesses 

· Lack of work experience 
· Sometimes lack confidence in new situations 
· Limited knowledge of digital marketing tools 
· Can get nervous when speaking in front of others 

	Opportunities 
 - Studying for a Certificate in business 
· Chance to gain work experience or internships 
· Learning new skills such as digital marketing tools 
· Opportunities to attend training or workshops 
 
 
 
 
 
 
 
 
 
	Threats 
· High competition for jobs 
· There is a lot of competition 
· It might be hard to get my first job 




Evidence of Readiness 
In the future I would like to become a Digital Marketing Manager. Currently, I am studying for a Certificate in Business, which is helping me build the knowledge and skills I need for this career.
Education 
I am studying a Certificate in Business where I am learning about different areas such as marketing, communication and teamwork. This course is helping me understand how businesses work and is preparing me for a future role in digital marketing. 
Work Experience 
At the moment, I do not have much formal work experience about Digital Marketing.  But I am currently work as a manager in a restaurant which has helped me also to develop many important skills. In this role, I’m the responsible for managing and organising the staff during in my shift and making sure everything ran smoothly. This required strong communication and leadership kills, as I had to work with different team members and solve problems quickly.  However, I am developing important skills through my studies and relate what I am doing now, such as teamwork, communication and time management. I am also open to have a work experience in the future to improve my skills and knowledge. 

Developing my Strengths 
One of my main strengths is communication I am able to share my ideas and work well with others in group activity or tasks. I am also organised which helps me manage my time and complete my work on time. I am willing to learn new skills and improve myself especially in areas like digital marketing. These strengths will help me in the future as a Digital marketing manager because the role requires good communication, organisation and the ability to work with different people. 
I have a positive attitude towards my work and I always try my best, I stay focused on my goals and want to improve myself. 



Task 3 
Employability Goals 
In the future I have a range of goals I would like to achieve:
Goal 1 
My first goal is to complete my Certicifate in Business with good grades. This is important because it will give me a strong understanding of business and marketing, Which I will need for my future career. 
Goal 2 
My second goal is to develop my leadership skills and become more confident in taking responsibility. I want to improve my ability to make decisions, support others and take initiative when working in a team. From my experience as a manager in a restaurant, I have already started to build these skills by organising staff and handling responsibilities, but I would like to improve even more. In the future, this will help me because as a manager I will need to lead a team, solve problems, and make sure tasks are completed successfully. By developing my leadership skills I will be more prepared for higher level roles and more responsibility in the workplace 
Goal 3 

My third goal is to gain more work experience in a business or marketing environment. This could be through internship, part-time jobs or volunteering. This experience will help me build my confidence and develop practical skills for the workplace. 









Personal Development Plan 
A Personal Development Plan (PDP) is a structured and systematic approach to personal and professional growth. It is a strategic roadmap that individuals create to identify their career goals, assess their current skills and competencies, and outline actionable steps to acquire new skills and achieve their desired outcomes.
A Personal Development Plan typically includes the following components:
· Goal setting: Clearly defining short-term and long-term goals that align with your professional aspirations and the needs of your business
· Self-assessment: Reflecting on your strengths, weaknesses, values, and areas for improvement to gain self-awareness and identify opportunities for growth.
· Skill development: Identifying the specific skills and knowledge required to excel in your current role and progress in your career. This may include technical skills, leadership abilities, communication skills, or industry-specific expertise.
· Action planning: Breaking down your goals into actionable steps, establishing deadlines, and identifying the resources and support needed to accomplish them.
· Monitoring and Evaluation: Regularly reviewing your progress, tracking milestones, and making adjustments as necessary to stay on track towards your goals.

Why is Development Planning Important?
The Development Planning Process plays a crucial role for both staff members and the organizations they work for. We have identified the following 6 main benefits:
1. Upskills Workforce
2. Increases Productivity
3. Improves Employee Satisfaction
4. Increases Employee Retention
5. Enriches Company Culture
6. Strengthens Feedback Culture

	 
	Short-Term Time Frame  
 
What do I want to  
accomplish in the next  
three to six months? 
 
	Mid-Term Time Frame  
 
What do I want to  
accomplish in the next  
six months to two years?  
	Long-Term Time Frame  
 
What do I want to  
accomplish in the next  
two to three years?  

	Section 1 - My Goals   
  
What are my overall goals that I want to accomplish in this time period?  
 
  
 
Example: become a Student Affairs Officer; learn computer graphics  
 
 
 
	 
 
1. I want to graduate from the CertHE business with high marks in the next three months. 
2. I want to complete all my assignments on time and improve my grades 
3. I want to become more organised with my studies and manage my time better 
	 
1. I want to gain more work experience in a business or marketing role 
2. I want to progress into a higher level course or qualification in business or marketing 
3. I want to improve my leadership and responsibility skills through work or study 
 
	1. I want to get a full time job in Digital Marketing  
2. I want to progress towards becoming a Digital marketing manager 
3. I want  to continue improving my skills and gain more experience in a professional environmental 

	Section 2 - Skills and Knowledge to be  
Learned  
 
What specifically do I need to learn? What project do I need to work on?  
  
  
 
Example: Student advising;  
Banner; Dreamweaver; develop a procedures manual  
 
 
 
	 
1. Complete assignment, and time management to complete deadlines, ask information for resits.  
2. Learn how to structure and write assignments better 
3. Develop organisational skills to manage my workload 


	 
1. Improve problem solving skills in different situations  

2. Gain more knowledge about business and how organisations work 

	 
1. Build professional work skills and experience 

2. Improve decision making 


	Section 3 - Next Steps 
  
How am I going to acquire the skills and knowledge? How am I going to do this project?  
  
  
 
Example: take Dreamweaver class; do an  
informational interview; set up a project outline  
 
 Exact Timing
	1.  Write the resit assignment, meet the resit tutor, submit the assignment. - Write term 3 assignments  
2. Meet with my tutor to get feedback and improve my work 
3. Create a weekly timetable to manage my time better 
4. Break down assignments into smaller task to stay organised 
	1. Apply for part time jobs or work experience in a business environment
2. Continue my studies and complete further qualifications 
3. Take on more responsibility at work to improve my skills 
4. Practice problem solving and teamwork in real situation 
	1. Apply for full time jobs in Digital marketing or business roles
2. Continue learning and improving my skills through work experience 
3. Take opportunities to develop into a higher role such as a manger 
4. Saty focused on my career goal of becoming a Digital Marketing Manager 
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