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 Compare two job Adverts and identify key skills
For this assignment, I selected two job adverts. The first job is business Support Assistant at Birmingham Children's trust. The second job is Band 4 team administrator at Birmingham and Solihull Mental Health NHS Foundation Trust. Both jobs are office-based roles and need good administration and communication skills. They also involve supporting a team and helping the organisation run smoothly. The table below compares the main features of both job adverts (Birmingham children's trust, 2026; Birmingham and Solihull Mental Health NHS Foundation Trust, 2026).

	Feature
	Business support officer (Birmingham children's trust)
	Band 4 team Administrator (NHS)

	Organisation
	Birmingham children's trust
	Birmingham and Solihull Mental Health NHS Foundation Trust

	Main Duties
	Record keeping, emails, meetings, Microsoft Office
	Appointments, patient records, data entry, spreadsheets

	Key skills
	Communication, organisation, teamwork, confidentiality
	Communication, organisation, teamwork, IT skills, accuracy

	People supported
	Children, young people and staff
	Patients, NHS staff and partner organisation



Comparison:
The first job focuses on providing administrative support to mangers and staff. The responsibilities include keeping records up to date, answering emails and telephone calls, arranging meetings, handling confidential information and using Microsoft Office. The role also requires someone who is organised, reliable and able to work well with other people. Good communication and attention to detail are very important because the work supports children, young people and staff (Birmingham Children's Trust, 2026).
The second job is also an administration role within the NHS. The main duties include answering telephone calls, providing administrative support to different teams, organising meetings, updating spreadsheets, creating meeting agendas and completing daily office tasks. The employer is looking for someone who can work in a busy environment, manage different tasks, communicate well and pay attention to detail. Teamwork is important because staff work together to provide high-quality healthcare services (Birmingham and Solihull Mental Health NHS foundation trust, 2026).
Both job adverts require many of the same skills. They both ask for good communication, organisation, teamwork, computer skills and the ability to deal with confidential information (Khawam, DiDona and Hernandez, 2017).. Both employers expect staff to be reliable, professional and able to work under pressure while completing their work accurately. Microsoft Office skills are important in both jobs because they are used to create documents, keep records and manage information. Although the organisations are different, the responsibilities and skills are very similar.
Conclusion:
One key skill that stands out in both jobs is communication. I believe communication is one of the most important skills because employees speak with colleagues, managers, service users and members of the public every day. Good communication helps to avoid mistakes, solve problems and build positive working relationships (Coffelt, Grauman and Smith, 2019). In my future career, I will use this skill by listening carefully, speaking politely and writing professional emails. I am improving my English every day through my college course, and I know this will help me become more confident when working in an administrative role. I believe good communication will help me provide better support to my team and provide a high standard of service.












Self – Assessment Using Swot Analysis 
A swot analysis helps me understand my strengths, weaknesses, opportunities and threats (Sarsby, 2016). It allows me to think about my personal skills, work experience and areas where I need to improve. Completing this self-assessment has helped me understand how prepared I am for employment and what I need to do achieve my future career goals.
	Strength
	Weakness

	· Hardworking and willing to learn
· Good communication skills
· Organised and reliable
· Teamwork and customer service experience
· Microsoft Office skills (Word, Excel, PowerPoint, Outlook)
	· English is not my first language
· Limited office work experience
· Lack of confidence in interviews
· Need to improve public speaking
· Need more experience in administration

	Opportunities
	Threats 

	· University Business skill course
· Applying for administrative roles
· Volunteering and work experience
· Careers service and interview workshops
· Developing professional skills
	· High competition for jobs
· Rapid changes in technology
· Limited job opportunities without experience
· Balancing studies 
· Need to keep improving my English



Strengths:
One of my biggest strengths is that I am hardworking and willing to learn. I always try to complete my work on time and do my best in everything I do. During my Business Skills course, I have improved my communication, teamwork, organisation and problem-solving skills. These skills will help me work well in an administrative role and support colleagues in a professional way.
I have also gained useful experience through my work as a Passenger Assistant. In this role, I communicated with different people, supported passengers and learned to be responsible and reliable. I also volunteered at the Blue Cross Charity shop, where I improved my customer service, teamwork, and communication skills. These experiences have helped me become more confident when working with others.
Another strength is that I am organised and dependable. I like planning my work and making sure tasks are completed on time. I can use Microsoft Word, Excel, PowerPoint and Outlook to complete different office tasks. I am always willing to learn new skills and improve myself, which will help me in my future career.

Weaknesses:
One of my weaknesses is that English is not my first language. Sometimes I need extra time to understand difficult words or express my idea clearly. However, I practise English every day at university and in my daily life. I also ask questions when I do not understand something. My confidence has improved a lot since I started my Business Skills course, and I continue to improve every week.
Another weakness is that I have limited office work experience. Although I have worked as a Passenger Assistant and volunteered at the Blue Cross Charity Shop, I still need more experience in an office environment. I am looking for administrative roles where I can learn new skills and gain practical experience. I believe that every new opportunity will help me become more confident and capable.
I also feel nervous during interviews and public speaking. Sometimes I worry about making mistakes when answering questions. To improve this, I take part in class discussions, presentations, and interview practice at university. I know that the more I practice, the more confident I will become.
Opportunities:
Completing my Business Skills course has given me many opportunities to develop my career. I have learned important skills such as communication, teamwork, organisation and problem solving, which employers look for in administrative roles. I can now apply these skills when applying for jobs and during interviews.
[bookmark: _Int_DCjJ4qp8]I also have the opportunity to apply for Business Support Assistant, Office Administrator and Receptionist positions. My volunteer work and previous job experience have given me useful skills that I can continue to develop. I also plan to use the university careers service, attend interview workshops and improve my CV. These opportunities will help me gain more experience, increase my confidence and prepare me for future employment.
Threats:
One challenge I may face is strong competition when applying for administrative jobs. Many people apply for the same roles, and some applicants have more office experience than I do. This means I need to continue improving my skills, building my experience, and preparing well for interviews to increase my chances of getting a job.
Another threat is that technology changes quickly. New software and office systems are introduced regularly, so I need to keep learning and developing my computer skills. It can also be challenging to balance my university studies with looking for work and gaining experience. However, I believe that good time management, hard work and a positive attitude will help me overcome these challenges and achieve my career goals.
Evidence of Readiness and Reflection
Completing this SWOT analysis has helped me understand my strengths and the areas where I need to improve. I believe I am becoming more prepared for employment because I have gained useful knowledge through my Business Skills course, my work as a Passenger Assistant and my volunteer experience at the Blue Cross Charity Shop. These experiences have improved my communication, teamwork, organisation and customer service skills.
I know that I still need to improve my English, gain more office experience and become more confident during interviews. I have a clear plan to continue developing these areas by practising my communication skills, attending university careers workshops and applying for administrative jobs. I am motivated to keep learning and believe that with hard work and commitment I will achieve my career goals and become a successful employee.

















Career Goals and Personal Development Plan

To achieve my goals, I have created a personal development plan (Clegg and Bradley, 2006). Developing digital skills is important because they help people work more effectively and improve their employability in the workplace (Oberlander, Beinicke and Bipp,2020)

	Development Area
	Action plan
	Timeline
	Resources needed  
	Success Measure

	Improve English communication
	Practise English every day, attend university classes and speak confidently
	6 months
	University classes, online learning, daily practice
	Better communication and more confidence

	Gain office experience
	Apply for Business Support Assistant and Administrative Assistant jobs and continue volunteering if needed
	6-12 months
	CV, university Careers Service, job websites
	Secure an office- based job

	Improve Interview skills
	Attend interview workshops and practise common interview questions
	3 months
	Careers service, mock interviews
	Feel confident and perform well in interviews

	Improve IT skills
	Learn advanced Microsoft Word, Excel and Outlook
	6 months
	Microsoft office training and online tutorials
	Complete office tasks independently
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