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[bookmark: _Toc223590178]Task: 1 
The advertisements of the jobs give a practical understanding of the skills and knowledge required in positions in healthcare administration. The two applicable cases include the Care Administrator post listed on the Find a Job service of the UK Department of Work and Pensions and the Office Administrator position listed on the NHS Jobs. The duties mentioned in the Care Administrator advert include responding to enquiries, taking appointments, keeping accurate records, and other duties like payroll and ensuring that the administrative process is done within the standards of regulatory procedures (DWP Find a Job, 2026). These roles imply that employers require job applicants to have good organisational skills, administrative systems management skills and the capacity to cope with various tasks in a caring environment. On the contrary, the NHS Office Administrator is a job with a narrower scope aimed at handling clinical records, scanning patient letters into electronic networks, and processing information correctly and helps the workflow in health care teams (NHS Jobs, 2024). This implies that there is a high demand in digital literacy and critical attention and awareness of healthcare record management systems. Even though the two roles have a slight difference in terms of focus, it is evident that the two adverts embody comparable core competencies. 
The interviewee skills were identified as strong communication skills, good record keeping skills, organisational skills, digital skills and working skills in a healthcare team (Reith‐Hall and Montgomery, 2023). Besides the skills, both positions demand understanding of confidentiality, data protection, and safe management of patient information since the administrative personnel are often exposed to sensitive personal and medical information (Department of Health, 2003; NHS Digital, 2025). Among these common competencies, one can probably regard confidentiality and safe data processing as one of the most valuable skills on the profession. The administrators handle patient records, referrals, and other personal information and this is why they should make sure that the information is properly managed and is only accessed by the relevant people. The fact that confidentiality is vital is supported by data protection recommendations by the Information Commissioner Office, according to which organisations are expected to adopt secure processes to ensure personal information is not accessed or abused by unauthorized individuals (ICO, 2023). Equally, the regulatory guidance made by the Care Quality Commission notes that proper and safe record-keeping is essential to effective governance and safe care delivery by the healthcare provider (Care Quality Commission, 2025). It is also noted that the key to keeping trust between patients and healthcare services lies in keeping their information confidential (Bourke and Wessely, 2008; Tariq and Hackert, 2018). Confidentiality is therefore, an essential professional competency of the healthcare administrators by helping them to abide by the law, maintaining patient privacy and integrity of the healthcare provision.
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[bookmark: _Toc223590180]Personal SWOT Analysis
[bookmark: _Toc223590181]Strengths
It is my ability to communicate effectively, be organised and attentive to detail which has been gained due to experience in the healthcare administration positions. I am sure about dealing with confidential information and working with multidisciplinary teams. Emotional Intelligence is another concept that engages in good working relationships and resolving issues within the workplace (Goleman, 2005). Self-assessment tools including SWOT assist people in identifying their assets and matching them with the ambitions of career advancement (Teoli, Sanvictores and An, 2022).
[bookmark: _Toc223590182]Weaknesses
Among the weaknesses of my professional development, I need to further enhance the skills of working with advanced digital and data-management tools employed in contemporary administrative systems. I should also enhance confidence in the aspects of strategic decision-making and leadership. Reflective self-assessment will assist in tracking development gaps in addition to promoting the eternal enhancement of professional knowledge and skills in the workplace (Yan, 2022).
[bookmark: _Toc223590183]Opportunities
My career development and professional growth may be assisted by several opportunities. The use of training programmes, courses in workplace learning and professional development would be able to improve employability and broaden important administrative competencies. The studies indicate that organised learning at work enables professionals at an early stage of their careers to equip and adjust competently to the evolving organisational and labour market requirements (Jackson, Shan and Meek, 2022).
[bookmark: _Toc223590184]Threats
The threat that may affect my career growth is the rising level of competition in the healthcare facilities as well as administrative tasks. The new employability disciplines demanded by employers include adaptability, digital ability and critical thinking. According to global labour market studies, the technological change and changing skills requirements may put in the disadvantage employees who fail to develop their professional skills continuously (World Economic Forum, 2023; Tushar and Sooraksa, 2023).
[bookmark: _Toc223590185]Evidence of Readiness for Employability
Evidence of my employability is reflected through regular performance in actual administrative tasks where accuracy, confidentiality, responsiveness and teamwork are paramount. I have been reliable, service-oriented in occupational health administration by assisting in case management, creating and maintaining digital folders, scheduling and rearranging appointments, and answering questions related to staff and managers. Working with clinicians in the MDT coordination role and ward clerk roles, I have been engaged in time-sensitive information flow management and pathway delivery support, which take testimony to professional discipline and resistance to stress. Such examples are consistent with popular models of employability competencies that prioritize communication, teamwork, professionalism, the use of technology and self-development in the career (NACE, 2024). They are also indicative of employer-facing skills priorities that are being reported in global labour market analyses, specifically analytical thinking, attention to detail, adaptability and collaboration, which are more than pedestrian even as jobs grow more digital (World Economic Forum, 2023). Critically, employability does not constitute mere experience but, in fact, the transfer of experience into clearly evidenced competencies, hence it is my obligation to show specific results (e.g., managing large volumes without violating confidentiality, being able to meet deadlines, updating records correctly, coordinating all teams seamlessly) and cross-check them with feedback, performance indicators or process improvement examples. Employer studies also indicate that early-career competencies develop when people consciously consider performance and request developmental feedback and therefore my employability proof must encompass both the tasks done but also learning shown and progress made over a period. (Jackson, 2022; Tushar and Sooraksa, 2023)
[bookmark: _Toc223590186]Reflection on Personal Development and Career Readiness
In considering my evolution, I realise career preparedness is reinforced by actively linking experience to education and subsequently to a progress agenda, instead of perceiving that time served automatically of itself to be competence. Estudies of employability learning imply that structured reflection aids people in turning experiences into more articulate capability stories and discovering specific next actions, which is necessary when changing jobs or industries (Heymann and Steyn, 2021). Career development learning researches also show that the perception of employability can be enhanced during the course of time with the participation of specific activities in learning and practice, thus my plan must be directed at the purposeful level of development and not the general one (Ho et al., 2022). In practice, it implies that I will write examples of my work demonstrating how I managed conflicting due dates, safeguarded confidential data and aligned stakeholders and I will turn them into succinct competency statements in line with job advertisement requirements. My gaps, including the need to learn more about the requirements of care-home governance and more sophisticated data/reporting skills should also be addressed through targeted, time-limited educational experiences and practical implementation in the workplace. Reflective course design and professional skill development literature states that reflective practice is most effective when coupled with action planning and feedback loops, and so my reflection ought to include measurable promises (e.g., training completion, increased reporting accuracy, or documented service improvements) and not just descriptions of experiences (Daff et al., 2024). Lastly, studies on the effectiveness of perceived employability point out that career-focused thinking of the future has been shown to decrease career distress and enhance the belief in employability, therefore, having specific goals and tracking my progress will keep me motivated and focused as I pursue the career path of care-home administration. (Li et al., 2023)
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[bookmark: _Toc223590188] Set Employment Goals
Upon the weaknesses as revealed in my SWOT analysis, I have come up with both short and long-term employment objectives to facilitate my professional development. Short-term objectives I have include expanding my digital and data-management abilities by completing professional training in administrative software and high-level Microsoft Office applications (Tony-Okeme, 2021). These technical competencies will be improved, and it will enable me to work more effectively in contemporary medical information systems and enhance the quality of administrative activities (Collaboration and Dhru, n.d). 
I also aspire to become more confident in my decision-making and leadership by assuming more responsibilities in the administrative functions. I intend to advance to a senior healthcare administration or care home administrative management role in the long run in which I will be able to help better the efficiency and service delivery within the organisation (Julin, 2020). I find these objectives significant as they help me to thrive in the process of constant professional growth and apply my organisational, communication, and teamwork skills to the best of my abilities. These goals will assist me in developing a stable career in healthcare administration besides making a positive contribution towards patient services and organisational performance (Ledlow et al., 2023).
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Personal Development Plan
	Development Area
	Action Plan
	Timeline
	Measure of Progress

	Improve digital and data-management skills
	Complete professional training in advanced Microsoft Office and healthcare administrative systems to improve efficiency in record management and reporting. Developing digital competence is essential for employability in modern workplaces (World Economic Forum, 2023).
	6–12 months
	Successful completion of training and improved accuracy in administrative tasks.

	Strengthen leadership and decision-making
	Participate in leadership workshops and seek opportunities to take on additional responsibilities at work. Leadership development improves career progression and workplace performance (Jackson, Shan and Meek, 2022).
	1–2 years
	Positive feedback from supervisors and increased responsibility in administrative roles
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