Employability and Personal Development – Business Administration
Task 1 – Select Job Adverts and Identify Key Skills
For this task, I compared two Business Administration job adverts to identify the main skills and areas of knowledge required for employment in this profession. The first advert is for a Business Administrator and highlights strong administrative and organisational skills, time management, communication, IT skills, attention to detail, reliability and the ability to adapt to new systems. The role also requires employees to handle confidential information professionally and remain calm when working under pressure.
The second advert is for a Business Support Administrator. It requires strong administrative and organisational skills, good time management, confidence using Microsoft Office, written and verbal communication skills, adaptability and the ability to work effectively under pressure. It also places importance on building positive relationships with colleagues and clients, producing accurate work and continuing to develop professionally.
There are several common skills between the two adverts. These include organisation, time management, communication, IT skills, attention to detail, teamwork, adaptability and professionalism. Both employers also expect employees to manage different priorities and maintain a high standard of work. These skills are important because Business Administrators often have to manage documents, emails, records, meetings and other activities while supporting the wider organisation.
One key skill I could use in my future employment is organisation. I consider organisation to be one of my strengths because I am able to keep information in order and take useful notes. In a Business Administration role, I could use this skill to organise documents, manage deadlines, record meeting information and prioritise daily tasks. Being organised would help me complete work accurately and on time. It would also allow me to support colleagues effectively and make sure important information is easy to find.
Overall, comparing the adverts has helped me understand that employers are looking for more than qualifications. They also want people who are reliable, organised, confident communicators and willing to learn. My Level 4 Business Skills course is helping me develop some of these qualities and prepare for employment in the business sector.
Task 2 – Self-Assessment
A self-assessment allows me to identify my current strengths and weaknesses and consider how they may affect my future career. I have used a SWOT analysis to assess my personal qualities, development needs and opportunities.
Strengths
One of my main strengths is that I am organised. This is important in Business Administration because employees often have to manage several tasks, deadlines and pieces of information at the same time. I am able to keep my work organised and make notes when information is given to me. During my Business Skills course, I have developed my ability to listen carefully and take useful notes. This could be valuable in a workplace because administrators need to understand instructions and record important information accurately.
Another strength is that I am a good listener. Good listening is important when communicating with managers, colleagues and customers. By listening carefully, I can understand what someone needs and reduce the possibility of making mistakes. It also helps me work well with other people.
I am also willing to learn and improve. Completing a Level 4 Business Skills course demonstrates that I am committed to developing my knowledge and improving my employability. Business Administration involves using different systems and processes, so being willing to learn is important.
Weaknesses
One area I need to develop is my confidence. Sometimes a lack of confidence can hold me back, particularly when I need to speak in front of others or communicate my ideas. This could affect me in employment if I am hesitant to ask questions, contribute to discussions or take responsibility for a task.
However, recognising this weakness gives me the opportunity to work on it. I can improve my confidence by taking part in discussions, communicating more often with other people and gradually putting myself into situations that require me to speak and express my opinions.
Another area for development is gaining more practical workplace experience. Although my course has helped me develop business knowledge and skills, employment will give me the opportunity to apply these skills in a real working environment. I therefore need to look for entry-level administrative positions, work experience or volunteering opportunities.
Opportunities
My Level 4 Business Skills course is an important opportunity because it has increased my understanding of business and employability. Completing the course gives me evidence that I am actively developing myself and working towards my career goals.
There are also many opportunities within Business Administration. Administrative careers can be entered through college courses, apprenticeships, direct applications and work-based routes. Administrative experience can also provide opportunities for progression into more senior roles.
I can use online job websites, recruitment agencies and careers services to find suitable vacancies. I can also improve my CV and interview skills so that I am better prepared when applying for jobs.
Threats
One potential threat is competition for jobs. Other applicants may have more experience or higher levels of confidence. This means I need to continue developing my skills so that I can demonstrate what I can offer to an employer.
Another possible threat is becoming discouraged if I do not receive a job immediately. I need to remain positive and understand that rejection can be part of the employment process. I can use feedback from applications and interviews to improve my future performance.
Evidence of Readiness for Employability
I believe I am becoming ready for employment because I have completed a Level 4 Business Skills course and have developed skills that are relevant to Business Administration. My organisation and listening skills are useful qualities for an administrative position. My ability to take notes demonstrates that I can listen to information and record it in a structured way.
My academic achievement also demonstrates commitment. Completing a Level 4 course requires time management, attendance, completing tasks and meeting deadlines. These behaviours are transferable to employment because employers expect employees to be reliable and responsible.
The job adverts I reviewed show that organisation, communication, IT skills, adaptability and attention to detail are important in Business Administration. I already have some of these qualities, while others can continue to be developed through further training and workplace experience.
My readiness for employment can therefore be demonstrated through both my qualifications and my personal qualities. Although I still need to improve my confidence and gain practical experience, I understand my weaknesses and have identified realistic ways to improve them.
Task 3 – Employment Goals and Personal Development Plan
My short-term employment goal is to gain an entry-level position in Business Administration, such as an Administrative Assistant or Business Support Administrator. This goal is important because it would allow me to gain practical experience and apply the knowledge and skills developed during my Level 4 Business Skills course.
My long-term goal is to progress into a more senior administrative or management position. I would like to take on greater responsibility as my confidence, knowledge and experience increase. Business Administration can provide opportunities for progression into more senior positions within an organisation.
One of my main weaknesses is a lack of confidence, so my Personal Development Plan will focus on improving this area.
Personal Development Plan
	Development area
	Action
	Timeline
	Resources
	Measure of progress

	Confidence
	Take part in discussions and contribute at least one idea during group activities
	Next 1–3 months
	Course activities and classmates
	Record how often I contribute

	Communication
	Practise speaking clearly and confidently with others
	Next 3 months
	Friends, classmates and course activities
	Ask for feedback

	Interview confidence
	Practise common interview questions
	Within 3 months
	Careers service and online resources
	Complete practice interviews

	Workplace experience
	Apply for entry-level administration jobs or work experience
	Within 3–6 months
	Job websites and CV
	Number of applications and interviews

	Career progression
	Continue developing IT and business skills
	6–12 months
	Online training and workplace learning
	Complete additional training and review skills
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