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[bookmark: _Toc215944378]Introduction
The report is going to explore the 4 jobs advertisement based on their common skills. The report also examines these skills and develops a personal skills audit and further planning. This assignment evaluates key employability skills and career development strategies for future development through analysis of 4 job adverts. The analysis, comparison of the job adverts, I have developed a personal development planning for improving and enhancing those skills needed for job title mentioned in job adverts.


[bookmark: _Toc215944379]Task 1: Comparison of Job Adverts
The learner has selected for job adverts. Here the position of job Junior Business Administrator, Business Administrator, Entry-Level Business Administrator and administrator. 
[bookmark: _Toc215944380]Comparison of the skills
	Skill / Knowledge Area
	Advert 1
	Advert 2
	Advert 3
	Advert 4
	Common Across All?

	Communication Skills
	✔
	✔
	✔
	✔
	Yes

	MS Office / IT Skills
	✔
	✔
	✔
	✔
	Yes

	Organisation & Time Management
	✔
	✔
	✔
	✔
	Yes

	Teamwork & Collaboration
	✔
	✔
	✔
	✔
	Yes

	Attention to Detail
	✔
	✔
	✔
	✔
	Yes

	Customer Service
	✔
	✔
	
	✔
	3/4 Adverts

	Administrative Experience
	✔
	
	✔
	✔
	3/4 Adverts

	Data Entry
	✔
	✔
	
	✔
	3/4 Adverts

	Sector Knowledge
	
	✔
	✔
	✔
	3/4 Adverts

	Ability to Work Independently
	✔
	✔
	✔
	
	3/4 Adverts


Explanation how it differs and get similar
	Skill / Knowledge Area
	Advert 1
	Advert 2
	Advert 3
	Advert 4
	Common Across All?

	Communication Skills
	Requires clear verbal and written communication to liaise with clients.
	Emphasises presenting ideas effectively in team meetings.
	Requires reporting and client correspondence.
	Focuses on conveying information to internal stakeholders.
	Yes

	MS Office / IT Skills
	Proficiency in Word, Excel, and PowerPoint for reporting and documentation.
	Requires basic IT skills to manage data and presentations.
	Experience with Excel for administrative reporting.
	Must be able to produce reports and use software tools efficiently.
	Yes

	Organisation & Time Management
	Ability to prioritise daily tasks and meet deadlines.
	Coordination of multiple projects simultaneously.
	Strong planning skills to manage workload.
	Efficient scheduling and time allocation required.
	Yes

	Teamwork & Collaboration
	Work collaboratively with colleagues to achieve targets.
	Active participation in group projects and team initiatives.
	Requires cooperation in cross-functional tasks.
	Team-oriented environment with collaborative responsibilities.
	Yes

	Attention to Detail
	Must ensure accuracy in documentation and client records.
	Careful review of reports to avoid errors(Appleyard and Appleyard, 2022).
	Accuracy in data entry and reporting.
	High-quality standards for documentation expected.
	Yes

	Customer Service
	Engage with clients to understand needs and resolve queries.
	Handle client interactions professionally and courteously.
	Not explicitly stated.
	Provide excellent service to internal and external stakeholders.
	Partially

	Administrative Experience
	Manage filing systems and organise office resources.
	Not emphasised.
	Prepare administrative reports and support team.
	Oversee routine office administration tasks.
	Partially



Here the communication, digital literacy, organisational capability, and professional behaviour are found common skills each job ask for. The job adverts have been selected found to focus on the “Microsoft Office applications”. There is a strong shift towards technology-driven administrative environments has been noticed because it ensures accuracy, data handling and digital communication are central to organisational efficiency. 
[bookmark: _Toc215944381]Task 2
[bookmark: _Toc215944382]A self-assessment
Basically, a self-assessment is able to evaluate current employability profile of an individual so, I have conducted a structured self-assessment using a SWOT. I tried to outline the basic skills, knowledge that equip my professionalism. SWOT analysis helped me reflect on my strengths, areas for development, potential career opportunities. It also explains the potential threats I am going to confront in the future.
	Strengths
	Weaknesses

	Strong communication and interpersonal skills developed through group presentations and part-time customer service work (Clarke, 2024).
	Limited industry-specific technical experience, particularly in digital marketing tools such as Google Analytics.

	Reliable time-management and organisational capabilities; consistently submit academic work before deadlines.
	Occasional difficulty with public speaking in larger audiences, despite confidence in small groups.

	High level of adaptability and willingness to learn new concepts quickly.
	Need to improve data analysis skills to meet employer expectations for analytical roles.

	Opportunities
	Threats

	Access to university employability workshops, LinkedIn Learning courses, and networking events.
	High competition for graduate-level roles in business fields, particularly marketing and HR.

	Ability to undertake voluntary projects or internships to build experience (Epler, 2020).
	The rapid evolution of digital tools, requiring continuous upskilling to remain competitive.



Overall, I possess some common skills like communication, teamwork, and flexibility. I am good at communication and interpersonal skills where to can communicate other people easily but delivering the right message to them.
[bookmark: _Toc215944383]Evidence of Readiness for Employability and Personal Advancement
Although I am still at an early stage of my academic journey, I have demonstrated some important skills through the self-assessment. I also have begun developing a foundation of skills and experiences that demonstrate my readiness for future employment. My commitment to academic activities reflects the strong commitment to personal development. I have achieved consistently high marks in modules involving report writing that reflects my academic commitment and involvement in the academic activities. However, these achievements demonstrate my ability to interpret information, work independently (Hovland, Usa Group/Noel Levitz (Firm and Al, 2019).
I played role as a retail assistant in a retail organisation that has significantly contributed to my employability profile. I frequently interacted with customers, resolved complaints, and managed transactions in high-pressure environments that helped me equip my professional career by achieving communication, and problem-solving skills.
I was able to improve my employability profile through the engagement in extracurricular activities. For example, Active participation in the university Business Society programmes helped me to develop leadership, networking, and self-presentation skills. I took participation in “Workshops on CV writing,” that helped improve my self-awareness and confidence. More importantly I involved in peer feedback during group projects that developed me as a dependable and organised contributor. Altogether, these activities and experiences gave me a strong foundation of employability skills. However, my strengths in communication, organisation, adaptability, and teamwork reflect readiness for progression into further professional development. I think personal development plan in future will be helpful for to enlarge my knowledge and understanding.


[bookmark: _Toc215944384]Task 3:
[bookmark: _Toc215944385]Set Employment Goals
Based on the weaknesses identified in my SWOT analysis, I have set some short-term and long-term skills to be development. I also provided the rationale and justification for choosing them. I have limited technical proficiency in sector-specific digital tools, inexperience in large-scale public speaking(Peart, 2019). Some of them are short-term and some of them are long-term. I think, these goals are designed to enhance my employability, align with my career aspirations in business management.
	Goal Type
	Description
	Rationale / Alignment with Career Aspirations

	Short-term
	Develop competency in Microsoft Excel, Power BI, and other relevant digital tools.
	Enhancing technical skills will improve my efficiency in administrative and analytical tasks, aligning with the expectations of entry-level business roles.

	Short-term
	Improve public speaking and presentation confidence through workshops and small group practice.
	Being able to communicate ideas confidently in formal settings is essential for leadership roles and client-facing responsibilities.

	Short-term
	Gain practical experience in data collection and analysis through internships or project-based work.
	Practical exposure will consolidate theoretical knowledge, demonstrating my ability to apply analytical skills in real-world scenarios.

	Long-term
	Secure a graduate-level business management role within a reputable organisation.
	Achieving a structured career progression aligns with my aspiration to develop leadership, strategic thinking, and managerial capabilities.

	Long-term
	Continue professional development through postgraduate studies or certification programs (Peart, 2019).
	Advanced qualifications and continuous learning ensure long-term career growth, keeping me competitive in a rapidly evolving business environment.






[bookmark: _Toc215944386]Developing a Personal Development Plan
	Weakness / Development Area
	Action / Activity
	Timeline
	Resources Needed
	Progress Measurement

	Limited technical skills (Excel, Power BI)
	Complete online courses (LinkedIn Learning, Coursera); practise using real datasets
	3 months
	Online courses, computer access, Excel/Power BI software
	Complete course certifications; ability to analyse and present data independently

	Public speaking confidence
	Attend university workshops; participate in society presentations; seek peer and mentor feedback
	6 months
	University workshops, mentors, peer support, video recording tools
	Deliver 3 presentations confidently; receive constructive feedback and show improvement

	Data analysis experience
	Undertake a data-focused internship or project (Lou Davidson Tillson, 2021)
	6–12 months
	Internship opportunities, university projects, guidance from supervisor
	Successful completion of project/internship; application of data analysis techniques to solve problems

	Time management under pressure
	Use scheduling tools and prioritisation techniques in academic and work tasks
	Ongoing
	Planner, apps (Trello/Notion), mentor guidance
	Meet all deadlines; reduce task completion delays; maintain high-quality output

	Sector-specific knowledge
	Attend industry webinars, read professional journals, join networking events
	Ongoing
	Industry publications, webinars, professional associations
	Document insights and trends; demonstrate sector awareness in academic/work tasks


 
[bookmark: _Toc215944387]Conclusion 
The analysis of job adverts demonstrated that essential skills required by employers and identifies personal areas for development (Carnegie, 2022). I developed a targeted personal development plan and clear employment goals that will be able to align with the skills of job adverts. 
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Submit your application through our website careers portal.
¢ JOB ADVERT 3 - Business Administrator (Corporate Services)

Company: Hamilton & Co Corporate Services
Location: Manchester

Salary: £25,500 — £28,000

Contract: Full-Time, Office-Based

Role Purpose

Hamilton & Co is expanding and seeks a professional Business Administrator to support
corporate clients and senior management teams.

Key Duties:

Preparing client reports and presentations
Coordinating client meetings and scheduling
Conducting basic research for reports
Monitoring inboxes and responding to enquiries
Handling confidential information responsibly

Excellent communication and interpersonal skills
Strong organisational and multitasking abilities
Competent in Microsoft Office and Google Workspace
Professional conduct and customer-service mindset

Qualifications:
e A lLevel or equivalent required
e Business-related qualification preferred

How to Apply:

Email your CV and cover letter to adminrecruitment@hamiltoncorporate.co.uk.
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;¢ JOB ADVERT 4 - Junior Business Administrator

Company: BrightPath Education Group
Location: London (On-site)

Salary: £22,500 per year

Contract: Full-Time

Description

BrightPath Education Group is looking for a motivated Junior Business Administrator to join
our support team.

Responsibilities:

Assist with student record management

Maintain databases and update spreadsheets
Prepare internal communications and newsletters
Provide reception support when needed

Support the administration manager with daily tasks

Strong customer service and communication skills
Competent IT skills (MS Office, data entry)

Ability to prioritise and meet deadlines
Teamwork and adaptability

Additional Desirable Skills:
e Experience working in an education environment
¢ Knowledge of safeguarding procedures

How to Apply:

Send your CV to jobs@brightpathedu.co.uk with the subject “Junior Business Administrator
Application”.
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4" JOB ADVERT 1 - Business Administrator
Company: Westbridge Office Solutions
Location: London (Hybrid)

Salary: £23,000—£26,000 per annum
Contract: Full-Time, Permanent

About the Role
We are seeking a proactive and organised Business Administrator to support daily office
operations and ensure efficient workflow across the business.

Key Responsibilities:
Manage internal and external communications
Prepare reports, meeting notes, and documentation
Coordinate office schedules and team calendars
Support HR and finance with administrative tasks
Maintain accurate digital filing systems

Strong written and verbal communication skills
Competent in MS Office (Word, Excel, Outlook)
Excellent organisation and time-management abilities
Ability to work independently and as part of a team
Attention to detail and problem-solving skills

Experience in an administrative environment
Knowledge of basic office management procedures

How to Apply:
Send your CV and a short cover letter to careers@westbridgeos.co.uk.
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;¢ JOB ADVERT 2 - Business Administrator (Entry Level)

Company: Crestfield Logistics
Location: Birmingham

Salary: £21,000 per annum + benefits
Contract: Full-Time

Role Overview

Crestfield Logistics is looking for an enthusiastic Entry-Level Business Administrator to support
our operations team.

Main Duties:

Data entry and maintaining logistics records
Assisting with customer communication

Updating shipment information into internal systems
Supporting the operations manager with admin tasks

Strong IT skills, especially Microsoft Excel
Ability to communicate professionally
Good numeracy and analytical thinking
Strong attention to detail

e Understanding of supply chain administration
e Prior internship or part-time administrative role

Full training provided
Career progression opportunities
25 days holiday + bank holidays
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