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            Task 1 – Job Advert Comparison

Job Advert 1 : Logistics & Office Assistant – James Glancy Design

Job Advert 2 : Business Support Administrator – Technical Resources

The first job advert is for a Logistics & Office Assistant at James Glancy Design. The job includes helping with office work, preparing documents, answering phone calls and welcoming clients. The company wants someone who is organised, can use Microsoft Office, can do different tasks and can communicate well with other people.

The second job advert is for a Business Support Administrator at Technical Resources. The job includes helping with daily office tasks, supporting the manager, updating information and helping with sales administration. The company wants someone who is organised, can manage different deadlines, can learn new computer systems and can communicate well with other people.

Both jobs need some of the same skills. In both roles, it is important to be organised, communicate well and manage different tasks at the same time. Both companies also want someone who can use computer systems and Microsoft Office. Another important skill is being able to work independently and help the team when needed.

There are also some differences between the jobs. The logistics & Office Assistant role focuses more on office support, clients and logistics documents. The business Support Administrator role focuses more on supporting the manager, sales administration and managing different deadlines. The second role also tasks for experience with Excel and CRM systems.
One important skill in both jobs is communication. Good communication helps people understand tasks, work well with colleagues and speak professionally with clients. I have  used communication skills in different jobs, including customer service, hospitality and working in a kindergarten. I believe this skill will also help me in future office and administration roles because I will need to speak clearly with manager, colleagues and customers.



Job Advert 1 : Logistics & Office Assistant – James Glancy Design
[image: ]



Job Advert 2 : Business Support Administrator – Technical Resources[image: ]

Task 2 - Self – Assessment and SWOT Analysis 

Strengths 
One of my main strengths is communication. I have worked with many different people during my career, including customers, children, parents and colleagues. This has helped me learn how to speak to people in different situations. I am also hardworking and responsible. When I have task to complete, I try to finish it properly and on time. Another strength is teamworking. In jobs such as BCA, cafés and restaurants, I had to work closely with other people, especially during busy times. I am also organised and I can stay calm when work becomes stressful. For example, at BCA I worked in a busy environment where I had to follow instructions and complete my work carefully and on time. I also worked with other people as part of a team. This experience helped me become more organised, responsible and confident when working under pressure. My experience working in kindergarten also helped me improve my communication skills. I had to communicate with children, parents and colleagues every day. This taught me to be patient, responsible and to understand that different people need different ways of communication.

Weaknesses 
One of my weaknesses is that sometimes I worry too much about small details because I want my work to be correct. This can make me spend more time on one task than I should. I am trying to improve this by planning my work better band focusing first on the most important tasks. Another weakness is that I am still improving my confidence with some office systems and professional English. However, I am studying Business Skills for the Workplace and I am learning new skills that can help me in an office job.



Opportunities 
One of my main opportunities is my current university course. Studying Business Skills for the Workplace can help me improve my knowledge and prepare for different office and business roles. I also have experience from different types of jobs, which gives me more career options. In the future, I can apply for administrative, customer service or management roles. I can also improve my computer skills and professional English by taking short course and practicing more.


Threats 
One possible threat is competition for office and admirative jobs because many people apply for the same roles. Another threat is that some jobs ask for experience with systems or software that I have not used before. My English is also something I still want to improve, especially for professional communication. However, I can reduce these risks by continuing my studies, improving my computer skills and practicing English regularly.

Evidence of Readiness for Employment.
I believe I am ready for employment because I already have experience from different types of work. I have worked in a kindergarten, in cafés and restaurants, and also at BCA. These jobs helped me develop communication, teamwork, organisation and problem-solving skills. I have also worked in busy environments, where I had to stay calm and complete tasks on time.
My university studies are also helping me prepare for future jobs. I am learning more about business, administration and professional skills. I understand that I still have areas to improve, especially professional English and some office systems, but I am willing to learn. I believe my work experience, studies and positive attitude show that I am ready to continue my career.
Each of my previous jobs has helped me develop different skills. When I worked in a kindergarten, I learned to be patient, responsible and communicate with different people, Working in cafés and restaurants helped me improve my customer service and teamwork skills, especially during busy times. At BCA, I learned to be organised, pay attention to detail and complete my work on time. My university course is also helping me learn more about business and office work. These experiences have made me more confident and more prepared for a future job in administration.




















Task 3 – Employment Goals and Personal development Plan

Short-Term Goals
My short-term goal is to complete my Business Skills for the Workplace course successfully and continue improving my professional skills. I would like to find a job in administration or business support where I can use my communication, organisation and customer service experience. I also want to improve my Microsoft Office Skills and become more confident using different office systems.

Long-Term Goals
My long-term goal is to develop my career and mov e into a role with more responsibility. In the future, I would like to work in business, administration or management. I want to continue learning, gain more experience and become confident in a professional office environment. My aim is to have a stable career with opportunities to grow and develop.

Personal Development Plan
To achieve these goals, I will continue my university studies and look for opportunities to gain office experience. I will practise Microsoft Word, Excel and other computer systems that are commonly used in administrative jobs. I will also continue improving my professional English by speaking, reading and writing more often. Over the next six to twelve months, I will apply for suitable administrative and business support roles. I will review my progress by looking at the skills I have improved, the experience I have gained and the feedback I receive from university and work. 
During the next three months, I want to practise Microsoft Word and Excel more often. During the next six months, I also want to improve my professional English by speaking, reading and writing more. In the next six to twelve months, I plan to apply for administrative and business support jobs so I can gain office experience. I will measure my progress by looking at the new skills learn, my confidence when using office systems and the feedback I receive from university or work. I will also review my goals regularly and make changes if needed. I will continue learning new skills that can help me become more confident in my future career.
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Full job description

James Glancy Designis looking for a Logistics & Office Assistant to support their logistics
team during their busiest time of yearThis is a fantastic opportunity for someone with strong
administrative skills who enjoys variety and wants to play a key role in the preparation for the
Christmas lights magic. Key Responsibilities

Maintain and update our event management system
Prepare and distribute logistics documentation

Assist with subcontractor onboarding and compliance
Answer and direct telephone calls

Welcome clients, contractors and visitors

Prepare meeting rooms and refreshments

Provide general administrative support across the business

Theideal candidate is:

* Highly organised with excellent attention to detail

« Confident using Microsoft Office and learning new systems
* Abletomanage multiple tasks

* Astrong communicator

« Proactive and willing to help whenever needed

About us:James Glancy Design is a design company that makes large scale decorations and
installations for both interior and exterior venues.For 30 years, James Glancy Design has
been at the forefront of the immersive design world. That's what makes us different. Great
design, strong project management and excellence in delivery. We are a people first
organisation, that provides opportunity for growth in a supportive and enjoyable workplace.

Pay: £28,500.00-£29,500.00 per year

Work Location: In person

™ Report job

Logistics Assistant jobs in Peckham
Jobs at James Glancy Design in Peckham

Logistics Assistant salaries in Peckham
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£13- £17an hour - Temporary, Full-time
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Benefits
Pulled from the full job description

Referral programme.
Employee mentoring programme
Free parking

Company pension

Company events.

On-site parking

Fulljob description
Job Overview

Business Support Administrator
‘Asa family-run agency with over 25 years' experience, we are passionate about people and
are trusted partners to leading companies across the UK and beyond.

Weare seeking a Business Support Administrator to work directly alongside our
Programmes Manager. This i a varied, hands-on roleat the heart of the business —
supporting with ongoing sales programmes, driving team progression, and embedding new
systems involving our software integrations. We are looking for a proactive, tech-savvy
individual who can adapt quickly, pick up new platforms with confidence, embrace Al tools to
‘work smarter, and turn their hand to whatever the team needs.

Details:
Reporting to: Programmes Manager

Job Type: Initially amonthly rolling contract, Full-time (Monday to Friday)

Benefits: Company events, company pension, employee mentoring programme, free
parking, referral programme.

Location: In person — Addlestone, KT15 2SF (reliably commute o relocate before starting;
required).

Experience: Administrative or sales support: 1 year (required). Work authorisation: United
Kingdom (required).

Responsibilties

* Support the Programmes Manager with day-to-day sales tasks and pipeline
administration.
* Provide flexible administrative support and take on ad-hoc tasks as priorities evolve.

Requirements

« Strong organisation and prioritisation skills, with the ability to manage multiple
deadiines and remain steady under pressure.

Strong internal and external communication skills

Commercial awareness and flexibility — willingness to go over and above for the
business.

Atechnically open mindset — comfortable learning new software quickly and keento
use Al tools to work smarter, Experience with Bullhorn or CRM platforms is a bonus.
Experience with Microsoft Excel, CRM systems, and general tech would be useful.

A proactive, adaptable self-starter who enjoys variety and is happy to get stuckin
wherever needed.

Pay: £13.00-£17.00 per hour
Benefits:

* Company events
* Freeparking
* On-site parking

Work Location: In person

™ Reportjob.

Business Administrator obs in Addiestone
Jobs at Technical Resources in Addiestone.

Business Administrator salaies in Addiestone.
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