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Job Advert Comparison and Key Skill Analysis

This analysis compares two entry-level Administrative Assistant roles, selected from Totaljobs and Indeed UK, aligned with my goal of working in business support across the West Midlands.

The first advert is for a small accounting firm in Birmingham, seeking someone to process client invoices, maintain financial records, schedule appointments, and draft formal correspondence. Required skills include proficiency in Microsoft Excel, attention to detail, basic numeracy, and understanding of data confidentiality. The second advert is for a local council in Walsall, supporting the housing team: duties include updating resident records, organising meeting agendas and minutes, responding to public enquiries, and filing case documents. It requires strong written and verbal communication, organisational skills, and respect for sensitive information.

Common skills across both roles are attention to detail and accuracy, clear communication, and organisational ability. Shared knowledge areas include basic IT literacy and awareness of data protection rules (GDPR).

One core skill is attention to detail and accuracy, which will be vital in my future work. In the accounting role, even a small error in invoice figures could cause payment delays, financial discrepancies, or damage client trust. In the council role, incorrect resident records could lead to missed appointments or breaches of privacy. This skill ensures work meets legal and professional standards, and prevents extra work to fix mistakes. It is also highly transferable: whether I move into HR, project support, or office management later, consistent accuracy will always be valued by employers.

 

Part 1: SWOT Self-Assessment

Strengths

• Academic knowledge: Strong grades in Business Administration and IT for Business, with solid understanding of professional document formatting, filing systems, and GDPR basics.

• Work experience: 12 months part-time as a sales assistant, where I managed stock logs, processed daily sales reports, and updated team rotas. Received positive feedback for reliable, error-free work.

• Communication: Confident speaking to customers and colleagues, and able to write clear emails and notices for different audiences.

• Work ethic: Punctual, willing to follow procedures, and quick to learn new tools or processes.

Weaknesses

• Limited experience with specialist software like Sage, Xero, or Access.

• Less confidence creating formal reports or analysing larger sets of data.

• Sometimes take too long to switch between different types of tasks.

• No experience coordinating projects or managing multiple deadlines at once.

Opportunities

• Free certified courses in Excel, Sage, and data protection via the university’s careers portal and Google Digital Garage.

• Local businesses and public bodies in the West Midlands offer student placements through the college’s employability team.

• University workshops on report writing and time management available this term.

• Growing demand for admin staff as more companies set up offices in Birmingham and Walsall.

Threats

• Many applicants for entry-level roles already have prior office experience.

• Basic admin tasks are increasingly automated, so employers now want candidates with extra skills like data analysis.

• Economic uncertainty may slow hiring at smaller organisations.
Part 2: Evidence of Readiness

I have built strong employability foundations through study, work, and volunteering.
Academically, my Business Processes assignment involved designing a full digital filing system and creating sample meeting minutes, invoices, and privacy notices. My tutor noted it “adhered perfectly to professional standards and showed clear awareness of how good administration supports business goals”.
In my retail role, I redesigned the staff handover sheet to make key information easier to follow; this change was adopted by the whole store and cut follow-up queries by almost a third. I also trained three new team members on stock recording and store procedures, showing I can share knowledge and work collaboratively.
Outside work, I volunteered as secretary for my local youth group for 6 months, taking meeting minutes, updating membership records, and sending out event reminders. This taught me to handle sensitive personal data carefully and meet strict deadlines.
Feedback from my manager describes me as “trustworthy, organised, and always ready to take on extra work”. My tutors have highlighted my consistency and attention to detail. These experiences show I have the discipline, skills, and attitude needed for an administrative role.


Part 1: Employment Goals

Short-term goals (0–2 years post-qualification)

Secure a permanent Administrative Assistant or Junior Business Support role within 3 months of finishing my course. Within the first year, complete Advanced Excel and Sage certifications, and gain confidence writing formal reports. These goals are important to fill my skill gaps and build a credible professional record.

Long-term goals (3–5 years)

Progress to an Office Coordinator or Team Administrator role, with responsibility for onboarding new staff, improving internal processes, or supporting larger projects. This aligns with my aim to move beyond basic tasks and contribute directly to how organisations run smoothly.
Part 2: Personal Development Plan
Weakness to address Specific action Timeline Resources needed How progress is measured 
Limited specialist software skills Complete free Sage and Advanced Excel training online Months 1–6 University learning links; 2 hours/week study Pass course assessments; use skills in volunteer/work tasks 
Low confidence with formal reports Attend university report writing workshop; draft 2 sample reports for feedback Months 4–9 Workshop materials; tutor/manager feedback Produce 2 clear, well-structured reports; receive positive feedback 
Slow task switching Use a prioritised daily checklist; group similar tasks together Ongoing (12 months) Simple planner or phone app Meet all deadlines; reduce time spent switching tasks 



