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Task 1 – Job Adverts and Key Skills, 
For my chosen career area, I am interested in progressing into a Senior Manager Role. I selected two senior manager job adverts to compare the skills and knowledge my employers are looking for.
The first job advert is for a senior manager – Private capital Transactions at EY UK in London. The role involves managing projects, maintaining strong client relationship, contributing to the management of the team and developing junior members of staff through supervision, coaching and mentoring. The adverts also aks for strong communication, commercial awareness, project management, planning, priortising work and meeting deadlines.
The second job advert is for a senior manager – Digital Solutions at Tarmac. This position involves leading digital programmes and projects, developing and supporting a high performing team, working with senior stakeholder and building strong professional relationship.  The role also requires leadership commercial awareness, project management, strategic thinking and the ability to deliver work within cost, quality and timescale requirements. 
Common skills and knowledge
When comparing the two job adverts, I identified several skills that are important in both senior manager positions. These include: 
Leadership and developing others both positions involve leading or developing other members of staff.
Communication and relationship building
Commercial is particularly important because senior manager need to give clear information, listen to others and maintain effective working relationships. The CIPD explains that effective employee communication includes the role of line managers, multi- directional dialogue, and planning and tailoring communication appropriately (CIPD, 2025). Academic research also identifies communication as one of the most important activities carried out by leaders (Liu, Chambers and Moore. 2023)
Both adverts show that a senior manager needs to understand the wider needs and objectives of the organisation and make decisions that contribute to successful business outcomes.
Planning and prioritising
Both roles require the ability to manage different responsibilities and ensure that important work is completed effectively.
These common skills show me that progressing into senior management require more than simply being good at completing individual tasks. A senior manager must be able to lead people, communicate confidently, manage priorities, make decisions and take responsibility for results.
There is a string connection between these requirements and my current experience as a PA to a director. In my current role I already need to be organised, communicate professionally manage difficult tasks and make sure that work gets completed. One of my main strengths is that I am determined to get everything done and I take responsibility for my work.
However, comparing adverts has also helped identify areas where I need to develop. Sometimes I take longer than necessary to complete something, because I want to make sure it is done correctly. I also find it difficult to say no because I want to be helpful. For a senior manager position. I will need to become more confident in prioritising, setting boundaries and working effectively under pressure.
One key skill advert that I could use in the future employment is leadership. My current experience working with a director has helped observe senior level working practices and develop my own management skills. I can build on my existing organisation, communication and reliability while developing greater confidence in leading others and making decisions.
Overall, comparing the two adverts has shown me that I already have some transferable skills that are transferable senior management, but I also have clear areas for development improving my leadership, decision making, and ability to work under pressure will help me work towards my long-term goal becoming a senior management. 
Task 2 – Self assessment and Evidence of Readiness
SWOT Analysis
Strengths 
One of my main strengths is that I am reliable and determined to complete tasks. As a PA to a director, I understand that my work can affect other people’s responsibilities and schedules. I therefore take ownership of my work and make sure that important tasks are completed.
Another strength is my attention to detail. I like to make sure my work is completed properly rather than rushing and making avoidable mistakes. This is important in my current role and would also be valuable as a senior Manager, where decisions and actions can affect a wider team.
I am also highly organised and willing to take responsibility; I like to get things done and can be depended on when something needs to be completing. I believe this is a useful quality for Senior Management because a senior manager role needs to be accountable and set a positive example for others. 

Weakness
One of my weaknesses is that I can take longer than necessary to complete certain tasks. This is usually because I want to make sure everything is correct. Although having high standards is positive, I recognise that Senior managers have many responsibilities and need to manage their time efficiently.
Another weakness is that I sometimes find it difficult to say no. Being helpful is important to me, so I can take on additional work even when I already have several priorities. This can put unnecessary pressure on me and make it harder to manage my workload.
I would also like to improve my ability to work under pressure. When several important tasks need to be completed at once, I need to become more confident in deciding what needs immediate attention and what can wait.
Opportunities
My current role as a PA to a director gives me a valuable opportunity to develop towards senior management. Working closely with a director means I can observe senior level responsibilities, professional communication, decision-making, and how competing priorities are managed.
I can use this experience to build my own leadership and management abilities, I can gradually take on more responsibility, develop my confidence when making decisions and improve the way I communicate with colleagues.
Further training in leadership and management would also be an opportunity for me, this could help me understand how to manage teams, handle difficult situations and make effective decisions.
This is supported by CIPD research, which found that managers who treat people fairly, provide effective feedback and support and develop their staff are more likely to have happier, healthier and higher performing teams (CIPD, 2023). This shows why developing people management skills is important for my future career.
Threats
A potential threat to my development is taking on too much responsibility without setting boundaries if I continue finding it difficult to say no, I could become overloaded, particularly in a senior manager role where there would be already significant responsibilities. 
Another threat is spending too much time trying to make every task perfect. Senior managers often need to balance quality with deadlines and make decisions quickly. If I do not develop this skill, it could affect my ability to deal with demanding workload.
Evidence of Readiness
My experience as a PA to a director provides evidence that I already have several transferable skills needed for a senior management. My current position requires me to be organised dependable, professional and responsible.
I am used to working in an environment where tasks need to be completed correctly and where organisation is important. My determination to get things done demonstrates a strong work ethic and willingness to take ownership of my responsibilities.
Working closely with a director also gives me exposure to a senior professional environment. This allows me to develop an understanding of how senior responsibilities are handled and how professional communication and decision- making contribute to the successful running of an organisation.
An important part of my readiness for future progression is also recognising where I still need to develop. I know that becoming a senior manager will require more than being good at completing tasks myself.  I will need to become confident in leading others, delegating, making decisions, prioritising and setting boundaries.
For example, rather than automatically agreeing to every request, I need to access my workload and communication when another responsibility needs to take priority. Learning to say no professionally does not mean being unhelpful. Instead, it means understanding my capacity and ensuring that the most important responsibilities receive the attention they require.
I also need to become more comfortable working under pressure. Comfortable working under pressure. Rather than trying to complete everything at once, I can prioritise tasks according to urgency and importance. This will help me become more efficienr and prepare me for situations where I may eventually be responsible for a team as well as my own workload.
Overall, I believe my current experience provides a good foundation for progression, My strengths in organisation, reliability, attention to detail and getting things done are valuable. However, developing stronger leadership, delegation, time- management and decision- making skills will be important before progressing into a senior manager position.



Task 3 – Employment Goals and personal development plan. 
My short-term employment goal is to continue developing my skills in my current role as a PA to a director while preparing myself for greater management responsibilities. Over the next six months, I want to improve my time management prioritisation, confidence and ability to work under pressure.
One specific goal is to become more comfortable saying no when necessary. Instead of automatically accepting every additional task, I will consider my existing workload and priorities. If I do not have the capacity, I will communicate this professionally and discuss which task should take priority.
I also want to become quicker and more confident when completing tasks. I recognise that my attention to detail is a strength, but I need to avoid spending unnecessary time trying to make everything perfect.
My long-term employment goal is to progress into a senior manager position. I want to develop from supporting senior management to eventually becoming a senior leader myself. This would allow me to use my experience, organisational skills and work ethic while taking on greater responsibility for a decision – making, people and organisational objectives.
Personal development Plan
To improve my time management, I will create a prioritised task list and set realistic deadlines for individual tasks. I will try to recognise when work has reached the required standard instead of continuing to check it unnecessarily.
To improve my ability to say no, I will practise communicating my workload professionally and setting clearer boundaries. I will learn to explain when I have competing priorities rather than automatically agreeing to additional work.
To improve my ability to work under pressure, I will focus on prioritising urgent tasks, staying organised and dealing with one priority at a time rather than becoming overwhelmed by everything that needs completing.
I will also look for opportunities to develop leadership and management skills, including taking on additional responsibility where appropriate and learning from Director and other senior colleagues I work with.
I will review my progress regularly over the next six months. I will measure my development by whether I am completing tasks more effectively, managing pressure more effectively, communicating my boundaries confidently and taking on responsibilities that develop my leadership skills.
Communication will remain an important part of my development. Bright and Cortes (2019) explain that interpersonal communication is an important part of being an effective manager because it supports the exchange of information and can influence the attitudes, motivation, and behaviour of others. Improving my communication will therefore help me become more confident when setting expectations, discussing priorities and eventually leading a team.
These steps will help me build on my existing strengths while addressing my weaknesses and moving towards my long-term career aspiration of becoming a senior manager.
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