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[bookmark: _Toc214011727]Task 1: Comparison of Job Adverts
Administrator, Business, Professional Services (Indeed.co.uk)
[bookmark: _Toc214011728]1.1 Selection of Job Advert
The job advert that has been chosen is that of a Business Administrator in one of the organisations of professional services based in Indeed.co.uk. The job description includes assisting office functions, documenting, scheduling appointments, maintaining databases as well as aiding the managers with workflow and communication functions. The job has direct relevance to my preferred career choice since administrative jobs offer background knowledge on organisational operations, online technology, and corporate communication. These are identified as key skills in the entry-level businesses and management (Clarke, 2018). Professional services also give the experience of dealing with clients, confidential information and administrative systems in place, which leads to future career progression (Andrews and Higson, 2008).
[bookmark: _Toc214011729]1.2 Determination of the Core Competencies and Knowledge.
· Technical / Professional Skills
· Skills in Microsoft Office (Excel, Word, Outlook).
· Proper data input and record keeping.
· CRM or internal database system skills.
· Rudimentary administrative reporting and documentation skills
· Transferable / Soft Skills
· Good written and verbal communication.
· Organisation and time management.
· Collaborative skills and decision-making skills.
· Personal skills and professional customer service.




Knowledge Areas
Knowledge about the administrative processes.
· Simple understanding of data protection and confidentiality policies.
· Knowledge on client communication standards in the professional services.
It has been identified that employers will always give priority to digital skills, communication competence, and organisational ability when hiring administrative positions (Jackson, 2016; Cranmer, 2006).
[bookmark: _Toc214011730]1.3 Comparison of Common Themes
This task concentrates on a single advert, but the competencies and skills needed are similar to the expectations of the wider labour market about administrative positions. The frequent trends in the industry are the necessity of successful communication, digitization, coordination abilities, and professionalism. These anticipations indicate broader literature that suggests that set of soft skills, flexibility, and IT aptitude are becoming the focus of employment in business contexts (Andrews and Higson, 2008; Clarke, 2018). In general, the advert highlights what employers always require entry-level business administrators to be reliable, efficient, able to communicate and able to operate digital systems.









[bookmark: _Toc214011731]Task 2: Self-Assessment & Evidence of Employability Readiness
[bookmark: _Toc214011732]2.1 Self-evaluation with SWOT Analysis.
Strengths
A critical strength I have is good communication skills, which I have acquired by doing academic group assignments and front office duties. Teamwork, problem-solving, and collaboration at work are major competencies of employability that are facilitated by effective communication (Clarke, 2018). I am also good at digital skills especially Microsoft office programs like Word, Excel and Outlook. The level of digital literacy is always stated as one of the key conditions of administrative and business-linked jobs (van Laar et al., 2020). I am also very organised and capable of handling tasks which makes my level of meeting deadlines and accuracy in administration work very high.
Weaknesses
One of the weaknesses that would be identified during my self-assessment is a low level of confidence in advanced Excel features including VLOOKUP, pivot tables and other data analysis tools. Studies indicate that a significant number of business jobs are currently requiring candidates to show analytical skills in spreadsheet skills (Baker and Sugden, 2020). I also realise that my presentation skills would be improved, especially when it comes to organising professional presentations and speaking in front of the audience with confidence. The other area that can be developed is industry-specific knowledge, in particular, the knowledge of business processes in the following sectors: banking or healthcare, which are frequent employers of administrative personnel.
Opportunities
Some of my growth opportunities include the availability of online learning and workshops dedicated to administrative skills, communication, and digital skills. Employability development programmes have become more and more popular in universities to enable students to develop professional characteristics (Tomlinson, 2017). My experience in part-time employment is also a chance to acquire more tasks and get a relevant practical experience in the administrative context. In addition, the UK labour market is still in the need of business support positions, which provides the entry level jobs.
Threat
The threats might be a high level of competition with more specialised experience or technical skills of the applicants. A large number of organisations currently prefer applicants that have multi-competency skills such as administrative, digital and customer service skills (Jackson, 2016). The issue of economic uncertainty can also influence the availability of jobs and hiring trends in the business segments. Moreover, technological change is very fast; hence skills will become obsolete very fast unless they are constantly acquired.
[bookmark: _Toc214011733]2.2 The interpretation of SWOT findings would be provided as follows:
The SWOT analysis has shown that I already have a range of important employability qualities such as communication skills, teamwork and digital literacy. These competencies are closely aligned with the needs found in the job advert analysis, implying that I would fit very well to the expectations of employers. Nonetheless, the weaknesses show that there are technical lapses, especially in Excel proficiency and presentation confidence. These areas will make me more competitive and prepared to work as an administrator. The opportunities it provides, particularly training and experience in the workplace, point to the fact that I have not unrealistic ways to work on the skill development, whereas threats underline the importance of the constant learning process.
[bookmark: _Toc214011734]2.3 Employability Readiness Evidence.
My academic course work gives testimony to good written communication, problem-solving and time management. Teamwork, interpersonal communication, and coordination skills are some of the abilities that group projects have enabled me to acquire. This is indicative of the research that proposes that collaborative learning groups assist students in developing employability skills (Jackson, 2016).
Part-time employment has provided me with the hands-on experience of working in customer service, the utilization of digital systems, dealing with enquiries, and handling tasks with time constraints. These experiences reflect reliability, professionalism and being able to communicate well with different customers- qualities which employers tend to emphasize (Andrews and Higson, 2008). Supervisors have also given me positive feedback on my organisation, punctuality and ability to work alone, which is another indication of being ready to join the administrative duties.
As a whole, the academic accomplishment, work experience, and self-directed learning demonstrate that I possess the prerequisite employability skills needed to work in entry-level business administration, which is clearly understood where improvement is necessary.
	SWOT Category
	Details

	Strengths
	· Strong communication and interpersonal skills 
· Good digital literacy, including Microsoft Office 
· Organised, reliable, and able to meet deadlines 
· Experience in customer-facing roles

	Weaknesses
	· Limited confidence with advanced Excel tools (VLOOKUP, pivot tables)
· Developing presentation skills
· Limited sector-specific business knowledge
· Need to improve confidence in professional meetings

	Opportunities
	· Access to online training (LinkedIn Learning, university workshops) 
· Ability to gain more workplace experience 
· Growing demand for business support and administrative roles 
· Opportunities to take on more responsibility at work

	Threats
	· Competition from candidates with greater experience 
· Labour market uncertainty 
· Rapid digitalisation requiring continuous skills updating 
· Potential changes in sector hiring trends









[bookmark: _Toc214011735]Task 3: Employment Goals and Personal Development Plan
[bookmark: _Toc214011736]3.1 Employment Goals Based on Identified Weaknesses
The weaknesses portrayed in my SWOT analysis such as low confidence in using high levels of Excel, emerging presentation skills and absence of business familiarity in the sector help to formulate a clear basis on which realistic short term and long-term employment objectives can be set. These weaknesses are the focus of improvement that will ensure that I am competitive in the entry-level administrative positions since employers are now demanding applicants to have a good digital skill level, the ability to communicate effectively, and awareness of the industry (Clarke, 2018).
Short-Term Goals (0-12 months)
The first short-term objective will focus on enhancing my skills in using Excel through the completion of build-out online training that will include formulas, data analysis, pivot tables, VLOOKUP, and dashboard creation. It has been established that spreadsheet literacy has become a basic qualification in administrative and business positions, particularly those where central data management is required (Baker and Sugden, 2020). The second short-term objective is to improve my presentation capabilities, which will be ensured by attending university workshops, class presentations, and online tutorials on the structure, clarity, and confidence. A third short-term objective is to gain additional knowledge on the services of professional services and administrative functions via job shadowing, employer events, and industry research.
Long-Term Goals (1-3 years)
My ultimate objective in the long-term is advancing to become a Business Administrator or an Office Manager after attaining adequate experience and competency. The progressive growth in the long run also involves the constant display of professional behaviour, potential as a leader, and further understanding of business processes (Tomlinson, 2017). The other long-term objective is to acquire further professional qualification, e.g., a Level 3 or 4 degree in Business Administration or an online skills certificate, to reinforce my resume and facilitate the move up the career ladder. The accomplishment of these objectives will put me in a position to work in positions that have increased responsibility and pay potential.
[bookmark: _Toc214011737]3.2 Personal Development Plan (PDP)
	Goal
	Actions to Take
	Resources Needed
	Timeline
	Progress Measures

	Improve advanced Excel skills
	· Complete Excel courses (intermediate → advanced); practise using datasets; apply skills in academic and work tasks
	· LinkedIn Learning, YouTube, university workshops
	· 3–6 months
	· Completion certificates; improved accuracy and confidence using Excel functions

	Develop presentation confidence
	· Attend presentation workshops; practise in class; record practice presentations; study communication techniques
	· University support services, online tutorials, feedback from peers
	· 3–6 months
	· Increased confidence; positive feedback; improved structure and delivery

	Gain deeper sector-specific knowledge
	· Research administrative functions in professional services; follow industry news; attend employer events
	· Company websites, HR publications, webinars
	· Ongoing (6–12 months)
	· Ability to discuss sector standards confidently in interviews

	Prepare for career progression
	· Take on additional responsibilities at work; document achievements; develop leadership behaviours
	· Employer support, reflective journal
	· 12–24 months
	· Positive performance reviews; evidence of responsibility growth

	Obtain professional certification
	· Complete a recognised certificate in Business Administration or digital skills
	· External training provider, funding support
	· 18–36 months
	· Official qualification attained; increased job prospects
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