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Task 1: Comparison of Job Advertisement
For this assignment, four job adverts for HR roles were analysed:
1. Wise May – HR Operations/HRIS Assistant
2. NHS – HR Assistant
3. Amazon – HR Administrator
4. Hays Recruitment – HR Assistant (Generalist)

Across all four adverts, several key skills and knowledge areas consistently appeared. The most common requirement was strong communication skills, including verbal, written, and digital communication. All adverts emphasised the importance of communicating with employees, managers and external stakeholders in a professional manner. Another frequent skill was administration and organisational ability, particularly in managing employee records, supporting recruitment, and handling HR documents accurately.

Three of the adverts highlighted the need for confidentiality and understanding of GDPR or data protection rules, reflecting the sensitive nature of HR work. Attention to detail also appeared across all adverts, especially for tasks such as processing data, completing compliance checks and supporting payroll.

The Wise May and Amazon roles stressed HRIS and digital literacy, showing an increasing demand for candidates who can work effectively with HR systems. Knowledge of employment legislation, basic HR processes, and understanding of employee lifecycle tasks were also common across the NHS and Hays roles.

Teamwork and the ability to work collaboratively appeared in all adverts, alongside the expectation that candidates show customer service orientation, supporting employees respectfully and professionally. Finally, three adverts mentioned the need for problem solving, adaptability, and the ability to manage competing priorities, reflecting the fast-paced nature of HR environments.

Overall, the comparison shows that HR roles require a balance of communication, administration, digital skills and professionalism, with increasing emphasis on HR systems and data accuracy.

Task 2:  Self- Assessment and Evidence of readiness 
A SWOT analysis is a popular self-assessment tool used to identify personal strengths, weaknesses, opportunities and threats (MindTools,2024).

	Strengths 

 
I am currently studying a Certificate of Higher Education (CertHE) in Business Skills for the Workplace.

Strong communication skills developed through my role as a Visa Agent at TLScontact.

Strong administrative and organisational skills with experience handling confidential data.

Customer service skills

I have strong interpersonal skills and work well in a team.

	Weaknesses 

Lack of a completed business or HR degree (currently progressing academically).

Limited experience with HR systems (HRIS).

Time management 
Limited experience in patrol or benefits administration. 


	
Opportunities 

Access to university training, workshops, and networking opportunities.

Increasing demand for HR Assistants.

Seek more HR-related responsibilities in my current role.


	
Threats

High competition for HR roles.

Confidence and presentation skills requiring improvement.

Toxic workplace

Rapid changes in HR technology






Strengths
One of my key strengths is my communication ability, both written and verbal, developed through my experience working as a Visa Agent at TLScontact. In this role, I regularly communicate with applicants, provide advice, and respond to queries via email and telephone. I also have strong customer service skills, which translate well into HR when supporting employees. My organizational and administrative abilities are another strength; I handle confidential documents, check compliance requirements, and manage appointments—which are directly relevant to HR administration. Additionally, I have strong interpersonal skills and work well in teams.

Weaknesses
A key area for development is gaining deeper knowledge of HR systems (HRIS), as many HR roles require experience using digital platforms such as PeopleHR, Workday or SAP. I also recognize the need to improve my confidence in HR legislation, including employment law and organizational policies. Another weakness is limited experience in payroll or benefits administration, which appears frequently in HR Assistant job descriptions.

Opportunities
As I am currently studying for a Certificate of Higher Education in Business Skills for the Workplace, I can strengthen my academic understanding of HR concepts. There are also opportunities to seek more HR-related responsibilities in my current role, such as supporting onboarding or document checks for new staff. The growing demand for HR Assistants in London presents many opportunities for entry-level progression.

Threats
Competition is high, and many candidates may already have HR experience or CIPD qualifications. Rapid changes in HR technology may also pose challenges if I do not continue developing digital skills.

Evidence of readiness
I have demonstrated readiness through both academic work and employment. For example, my role at TLScontact shows my ability to manage confidential data, follow strict procedures, and interact professionally with customers—skills closely aligned with HR operations. University assignments have improved my research, problem-solving and critical-thinking abilities. Feedback from colleagues has highlighted my reliability, strong communication, and attention to detail. These experiences demonstrate that I possess core HR competencies and am committed to personal and professional development. I am lacking the skills for this job, that why I will be studying for BA leadership and Management course for February 2026.

Task 3: Personal Development Plan 

Self-Employment Goals: 

Personal Development Plan
	
	Short-Term Time Frame 

What do I want to 
accomplish in the next 
three to six months?

	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? 

 


	Complete CertHE Business Skills for the Workplace successfully.

Improve interview confidence.

Gain introductory HRIS knowledge.


	Secure an HR Assistant role.

Progress to BA Leadership and Management.

Begin CIPD Level 5 qualification.

Improved feedback from mock interviews



	Section 2 - Skills and Knowledge to be 
Learned 

What specifically do I need to learn? What project do I need to work on? 
 
 



	Academic writing skills.

HR systems knowledge.

Employment law basics.

	Ability to use HR systems confidently.

Complete mock tasks

Improved accuracy in answering HR law questions.

Confidence in interviews.

	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 



	Attend university workshops.

Complete online HR courses.

Practice mock interviews.

	Progress into HR Advisor role, where I am supporting employee relations performance management and projects. 

I also aim to complete a CIPD level 5 qualifications.

Ability to explain payroll processes in interviews





 



	
	Short-Term Time Frame 

What do I want to 
accomplish in the next 
three to six months?

	Long-Term Time Frame 

What do I want to 
accomplish in the next 
two to three years? 

	Section 4 - Resources
 

What resources do I need? 
 
 
Example: free time; funding




	University resources.

Online HR platforms.

Time and study planning tools.

University careers team


	Online courses

Support from HR professional

ACAS websites, CIPD articles

Online learning, guidance from payroll staff

Job websites, updated CV





	Section 5 -  Time Schedule 
 
What is my time schedule?  

	Immediate start on academic development.

HRIS training within 6 months.

	Job applications within 12–24 months.

Securing a role or placement in HR





My main short-term goal is to secure a role as an HR Assistant or HR Administrator. This goal is important because it will give me hands-on experience in HR operations, allowing me to apply what I am learning academically. Another short-term goal is to improve my HRIS knowledge, as this is a key requirement in many job adverts. I also aim to build confidence in understanding UK employment law and HR policies. My long-term goal is to progress into an HR Advisor role where I can support employee relations, performance management, and HR projects. I also aim to complete a CIPD Level 5 qualification, as this will strengthen my professional credibility and open opportunities for career advancement. Ultimately, I aspire to specialise in HR Operations or HR Business Partnering.
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