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[bookmark: _Toc546217816] 1. Task 1: comparing two jobs
[bookmark: _Toc1321438893]Comparing 2 similar jobs
	Criteria
	 Business Development Executive
	Business Development Executive

	Job Title
	Business Development Executive
	Business Development Executive

	Main Duties
	Identify new business opportunities, build client relationships, negotiate contracts, and achieve sales targets.
	Generate new business leads, maintain customer relationships, promote products, and support business growth.

	Skills Required
	Communication, negotiation, teamwork, leadership, analytical thinking, and time management.
	Communication, customer service, relationship building, problem solving, teamwork, and commercial awareness.

	Knowledge Required
	Sales techniques, market research, CRM systems, and business planning.
	Business development, customer relationship management, and market awareness.

	Qualifications
	Business qualification preferred with sales experience.
	Business qualification preferred with customer service or sales experience.

	Site
	Indeed
	Reed


Source: Author own

Common Skills and Knowledge
Both job adverts require excellent communication skills, as employees must interact with customers, colleagues, and business partners professionally. Teamwork is also essential because business development involves working with different departments to achieve organisational goals. In addition, both employers emphasise relationship building, showing that they value employees who can establish trust with clients and maintain long-term partnerships.
Another common requirement is problem-solving ability. Business Development Executives must identify customer needs and offer suitable solutions. Both adverts also require knowledge of business development principles, customer relationship management, and market awareness. These similarities demonstrate that employers expect candidates to combine business knowledge with transferable employability skills.
Using a Key Skill in My Future Career
One of the most important skills identified is communication. In my future role within a business organisation, effective communication will help me build positive relationships with customers and colleagues. It will enable me to present ideas confidently during meetings, negotiate with clients, and resolve workplace issues professionally. Strong communication also supports teamwork by ensuring that information is shared clearly and accurately. Developing this skill further will improve my confidence and increase my employability.




[bookmark: _Toc1063858114]2: Task 2: SWOT and Readiness for employment 
[bookmark: _Toc9949152]2.1:SWOT Analysis
What is Personal SWOT analysis?
A personal SWOT analysis is a self-assessment and personal development tool that outlines your professional strengths and weaknesses, opportunities for career growth, and threats to your success. Conducting a SWOT analysis is helpful when setting goals for self-improvement. Additionally, it can aid you in finding what you’re good at and identifying creative ways to better utilize your strengths (Short, 2023).


	Strengths
Internal
· Good communication skills
· Positive attitude towards learning
· Good time management
· Ability to work effectively in teams

	Weaknesses
Internal
· Limited practical work experience
· Lack of confidence when speaking to large groups
· Limited networking experience
· Limited experience with advanced business software


	Opportunities
External
· University careers service
· Business internships
· Professional networking events
· Online business courses

	Threats
External
· High competition for graduate jobs
· Rapid technological changes
· Economic uncertainty
· Increasing employer  expectations



Source: Author (Evgeni)


Self-Assessment
Conducting a SWOT analysis has helped me understand my current level of employability and identify areas for development. One of my greatest strengths is my communication ability. Throughout my studies I have developed confidence in discussing ideas during seminars and group activities. This is important because businesses rely on effective interaction between employees, customers, and stakeholders.
Another strength is my time management. As a university student I balance coursework, independent study, and personal responsibilities by planning my schedule carefully. This allows me to meet deadlines and complete tasks to a high standard.
I also consider teamwork to be one of my strengths. During group projects I have worked collaboratively with classmates to complete presentations and reports. Employers highly value teamwork because most organisations require employees to work together to achieve business objectives.
However, I have identified several weaknesses. The main weakness is my limited practical business experience. Although my studies have provided theoretical knowledge, I have not yet gained extensive workplace experience. Another weakness is my confidence when delivering presentations to large audiences. Improving this skill will help me communicate more effectively in a professional environment.
I also recognise that I have limited networking experience. Building professional relationships is essential because networking can create employment opportunities. Finally, I need to improve my knowledge of advanced business software, including CRM systems and data analysis tools, as many employers expect graduates to possess strong digital skills.
[bookmark: _Toc1745566470]2.2: Evidence of Readiness for Employability
My university studies have prepared me for future employment by developing academic and professional skills. Through coursework I have learned about business management, marketing, finance, and organisational behaviour. These modules have strengthened my analytical thinking and problem-solving abilities.
Group assignments have improved my teamwork, leadership, and communication skills. In one business presentation, I worked with classmates to analyse a company’s marketing strategy. I contributed by researching information, preparing presentation slides, and explaining our findings to the class.
In addition to academic work, I have developed transferable skills through everyday responsibilities. Managing coursework deadlines has strengthened my organisational skills and self-discipline. Feedback from lecturers has highlighted my ability to research information, organise ideas logically, and communicate effectively in writing.
The university careers service has also provided employability workshops, CV writing sessions, and interview preparation activities. These experiences have increased my understanding of employer expectations and recruitment processes.
Overall, I believe I am developing into a capable business graduate with strong communication, teamwork, and organisational skills. By addressing my weaknesses and continuing to build on my strengths, I will become more competitive within the graduate employment market.
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[bookmark: _Toc302028649]3.1: Employment Goals

Table 3: 
	Goal
	Reason

	Short-term Goal (1–2 years)
	Secure a graduate role as a Business Development Executive or Business Administrator to gain practical business experience and improve professional skills.

	Long-term Goal (3–5 years)
	Progress into a Business Manager or Business Development Manager position by developing leadership, strategic planning, and decision-making skills.


Source: Author (Evgeni)
Setting clear employment goals is important because it gives me direction and helps me focus on developing the skills needed for a successful career in business. My short-term goal is to secure a graduate role as a Business Development Executive or Business Administrator within one to two years of completing my studies. This will allow me to gain practical experience, apply the knowledge I have learned at university, and develop key professional skills such as communication, teamwork, customer service, and problem-solving. It will also help me build confidence and understand how businesses operate in a real working environment.
My long-term goal is to progress into a Business Manager or Business Development Manager position within three to five years. I am interested in taking on greater responsibilities, leading teams, and contributing to business growth through effective decision-making and strategic planning. Achieving this goal will require continuous learning, gaining industry experience, and improving my leadership and digital skills.
These employment goals are important because they provide a clear career pathway and motivate me to continue improving both personally and professionally. By following my Personal Development Plan (PDP), I will address my current weaknesses, build on my strengths, and become a confident, skilled, and employable business professional capable of making a positive contribution to any organisation.

[bookmark: _Toc1618327382]3.2: Personal Development Plan (PDP)
What is PDP ?
Personal development is the deliberate process of improving your self-awareness, skills, mindset, confidence and ability to create meaningful change. (UKCPD, 2024).
Table 4
	Weakness
	Action Plan
	Timeline
	Resources Needed
	Success Measure

	Limited work experience
	Apply for internships and graduate jobs
	Within 12 months
	University Careers Service, Indeed, LinkedIn
	Secure an internship or graduate role

	Presentation confidence
	Attend presentation workshops and practise public speaking
	6 months
	University workshops, online courses
	Deliver presentations confidently

	Networking skills
	Attend career fairs and networking events
	Ongoing
	University events, LinkedIn
	Build a network of at least 50 professional contacts

	Limited digital skills
	Complete Excel, CRM, and Power BI courses
	6–12 months
	Microsoft Learn, LinkedIn Learning
	Achieve course certificates and apply skills in assignments


Source : Author own
My Personal Development Plan (PDP) provides a structured approach to improving the skills and knowledge required for a successful career in business. By focusing on my identified weaknesses, such as gaining practical work experience, improving presentation confidence, developing networking skills, and enhancing my digital abilities, I will increase my employability and professional competence. Setting clear short-term and long-term goals will help me stay motivated and measure my progress over time. Through continuous learning, seeking feedback, and making use of available resources such as university career services and online training, I am confident that I can achieve my career aspirations. Overall, this PDP will support my personal growth and prepare me to become a successful and effective business professional.
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