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Task 1: Compare Job Adverts 
To determine the skills that I would need in my preferred career of business administration, I looked at two recent advertisements of jobs. The initial one was a Business Administrator position in a regional NHS Trust in Birmingham. The advert stipulated the strong written and verbal communication skills, Microsoft office skill, team-working skills, attention towards details, and customer orientation. The second was an Operations Coordinator role with a logistics and supply chain firm in the West Midlands which also demanded a high level of communication and interpersonal skills, the ability to balance between competing priorities, data entry and good organisation skills.
Comparing the two advertisements, one can see that there are several common skill requirements, i.e. the organisational competence, IT proficiency, team-working skills and, most consistently, the communication skills. Communication was also another evident similarity between the two roles since both advertisements stated communication as a fundamental need both on written and verbal and digital platforms.
Among these common needs, I have chosen communication skills to be the one that I will discuss more. The communication has a special significance in the business management as administrators are the informational connective tissue of a business organisation, the one who coordinates the activities of the departments, organises correspondence, communicates with external partners and keeps the records properly. Lack of effective communication - in an email, a report or even oral briefing of a situation of any kind, can lead to operational delays, miscommunication or loss of stakeholder confidence.
This significance is highly demonstrated in the modern research. According to the World Economic Forum (2023), communication, as well as leadership and social influence, are some of the key soft skills that employers will prioritize until 2027, and human-facing skills are one of the most inert to automation. Cottrell (2021) also cannot ignore that communication involves not only the skill to articulate and write clearly but also listening to others, adjusting the message to various audiences, and registering to the proper professional level all multi-dimensional aspects that can be directly applied to everyday administrative work with executives, colleagues, clients, and support personnel.
The CIPD also supports the point, and Hogarth and McCartney (2024) indicate that employers often mention poor communication as one of the obstacles to the effectiveness of new recruits during the first weeks of their work. It is thus not only beneficial but quite important to develop decent communication skills prior to joining the job market to ensure that employability in the field of business management is maintained.
Task 2: Self-assessment 
Applying a SWOT Analysis
In order to assess my present suitability to work in the field of business administration, I have used a SWOT (Strengths, Weaknesses, Opportunities, Threats) analysis. According to Cottrell (2021), the SWOT should be seen as an efficient self-evaluation instrument that helps one to visually compare internal strengths with external contextual elements to create a systematic framework out of which a realistic and believable individual development strategy could be constructed.
Strengths
Interpersonal communication is one of my major strengths, which I have gained in eighteen months of part-time employment in a customer-facing retail setup. In this position, I used to handle customer issues on a regular basis, cooperate with other employees working in other shifts, and adjust my communication style to various customers. This has been a practical experience that has provided me with the soft skills directly considered in the core requirements stated in both adverts that I reviewed in Task 1. Moreover, I have also demonstrated timely academic attendance and dedication during this module and attended every workshop organized and also met formative task deadlines. According to Cottrell (2021), one of the most desired traits by employers is self-management, which encompasses reliability and time-keeping, and it is one of the strengths that I have established and that is proven. I also have a basic knowledge of Microsoft Word, Outlook and PowerPoint that are very fundamental in any administrative job.
Weaknesses
Although these are strengths, I have been able to identify a few areas that I would have to work on. To begin with, I have little work experience in a business or office setting with the formal environment. Although retail work has trained transferable interpersonal skills, I am yet to use them in an administrative context and it may be harder to prove that I had role-specific competence to a potential employer. Second, my formal presentation and speaking in front of the audience have not yet been developed well. In a module exercise where I had to present a career plan in brief to the fellow students, I was unprepared and had to use written notes. Tomlinson et al. (2022) emphasize that by being active participants in their experiential and reflective endeavors during the course of higher education, students acquire better career-readiness, meaning that I will have to actively pursue the opportunity to engage in formal communication both in academia and the workplace. Third, I am weak in Microsoft Excel, especially advanced functions, pivot tables, and data analysis which might place me at a disadvantage in seeking data-driven administrative jobs.
Opportunities
There are a number of valuable opportunities that are presented to me at this point of my studies. The employability support services of the university offer opportunities to practice interviewing, CV workshops, and getting to know employers, which I will consider using in the next semester. Moreover, LinkedIn Learning and Microsoft training platform provide free and unstructured digital skills courses that will provide me with distinct routes to advance my competency in Excel without an incurred large financial burden. Co-ordinating experience in student union or charitable organisations as a volunteer would also serve to provide practical office-based experience to balance my work in university. At a bigger scale, the further development of the hybrid and flexible forms of working in the business world, as Hogarth and McCartney (2024) state, opens an opportunity to entry-level people who can be flexible and have digital confidence, which I am also actively cultivating.
Threats
The main external threat that I am exposed to is a very competitive entry-level job market. According to Hogarth and McCartney (2024), a survey conducted among employers in 2024 showed that 69 percent of employers felt that they were competing more in qualified talent, but this pressure was particularly pressurizing the candidates who have little formal professional experience. Moreover, the growing use of artificial intelligence and automation in the administrative processes, which is emphasized by the World Economic Forum (2023) as one of the most rapidly changing aspects of workforce changes, is a structural threat to jobs based on the repetitive data entry or the typical correspondence. In order to be employable in the long term, I need to invest in skills that complement and not compete with technology especially critical thinking, professional communication as well as the ability to solve complex problems.
Evidence of Readiness
In addition to the SWOT framework, I will be able to determine tangible evidence in my present employability readiness. The proactive learning orientation, which employers are always willing to recognize, is evident in my continued participation in the module activities, such as self-directed research activities, workshops, and similar exercises where I collaborate with peers. The results of my part-time retail experience are also measurable: my line manager nominated me to an internal customer service recognition award, which was an external confirmation of my interpersonal strengths. Also, I have recently undertaken an online introduction to business communication course with LinkedIn Learning, which showed initiative in self-directed professional growth. According to Cottrell (2021), it is evidence-based confidence, in other words, the demonstration of what has been recorded as achieved, rather than just a self-perception, that makes candidates create well-compelling applications and perform as themselves during an interview. I would thus strive to keep on creating and recording a pool of tangible evidence as I move on with my education.

Task 3: Employment Goals and Personal Development Plan (approximately 300 words)
Setting Employment Goals
Drawing on the weaknesses identified in my SWOT analysis, I have set two employment goals. My short-term goal, to be achieved within twelve months, is to secure a part-time or voluntary placement in an office-based or administrative environment alongside my studies. This goal directly addresses my identified weakness of limited formal business experience, and will simultaneously provide opportunities to practise professional communication and develop digital competencies within a real workplace context. My long-term goal, to be achieved within three to five years, is to progress into a permanent Business Administrator or Operations Coordinator role within either the public sector or a medium-sized enterprise in the West Midlands. Both goals align with my broader career aspiration to build a stable, skills-rich career in business operations. They are important to me not only professionally but personally, as securing meaningful employment in this field represents the primary purpose of my current studies and a key milestone in my long-term development.
Task 3: Employment Goals and Personal Development plan 
Setting Employment Goals
Based on the weaknesses of my SWOT analysis, I have formulated two employment objectives. My short-term objective, which will be accomplished in a period of twelve months, is to find myself a part-time or voluntary experience in an office-based/administrative setting in addition to my studies. This objective will directly mitigate my established weakness of lack of formal business experience, and will also offer also chances to practice professional communication and build digital skills in an actual business environment. My long-term objective, which should take three to five years to be realized, is to advance to a more permanent position of Business Administrator or Operations Coordinator in the public or a medium-sized company in the West Midlands. The two objectives support my long-term career vision of establishing a stable and skills-based business operations career. They have a professional and a personal meaning to me as the main goal of my current studies and the main milestone of my further growth is to be able to find a significant job in this sphere.



Personal Development Plan
	· Development Area
	· Specific Action
	· Timeline
	· Resources Required
	· Measure of Progress

	· Microsoft Excel skills
	· Complete LinkedIn Learning Excel Intermediate course
	· Within 3 months
	· LinkedIn Learning (free via university library subscription)
	· Completion certificate; ability to produce data reports independently

	· Formal presentation skills
	· Volunteer to present in at least two upcoming module sessions
	· Within 6 months
	· Module workshops; peer feedback forms
	· Improved peer feedback scores; self-reflection notes

	· Business work experience
	· Apply to a minimum of five administrative volunteering or placement opportunities
	· Within 6 months
	· University Employability Service; Prospects.ac.uk
	· At least one placement confirmed

	· Professional networking
	· Attend two university-organised employer networking events
	· Within 12 months
	· UWTSD Birmingham employability events calendar
	· Contact log; at least two professional connections made



This is a systematic roadmap that gives me a clear plan of how to work on the weaknesses that I have identified systematically. Tomlinson et al. (2022) highlight the fact that those students who participate in planned career development processes in the course of their studies are much more equipped to face competitive labour markets after graduation. By defining specific and time-limited actions and resources necessary, as well as measurably successful criteria, I will make myself a promised challenge to change my areas of identified development into demonstrable and evidence-based competencies.
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