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TASK 1 : Compare Job Adverts 

For this task, I selected two job adverts related to business and office work. The first job is for an *Administrative Assistant*, and the second job is for a *Customer Service Representative*. Both jobs are common in the workplace and require important business skills.
The job advert for an Administrative Assistant asks for skills such as organization, communication, time management, and basic computer knowledge. The person in this role needs to manage schedules, answer emails, organize documents, and support the team. Attention to detail and the ability to work with different tasks are also important.
The second job advert, for a Customer Service Representative, focuses on helping customers. The main skills required are communication, problem-solving, patience, and teamwork. This professional needs to answer questions, solve problems, and give a good experience to customers. The advert also mentions the importance of listening skills and a positive attitude.
When we compare the two job adverts, we can see some common skills and knowledge areas. Both jobs require good communication skills, basic computer knowledge, organization, and teamwork. Even though the responsibilities are different, both roles need people who can interact well with others and manage tasks efficiently.
One important shared skill is communication. Communication is very important in the workplace because employees need to talk to clients, co-workers, and managers. Good communication helps avoid misunderstandings and improves teamwork. It also helps professionals explain ideas clearly and give better service.
For example, an Administrative Assistant needs communication to write emails and talk to colleagues. A Customer Service Representative uses communication to understand customer problems and offer solutions. In both cases, communication helps the work run smoothly.
In conclusion, both job adverts show that many business skills are necessary in different roles. Communication, organization, and teamwork are essential for success. Among these, communication is one of the most important skills because it is used every day in different situations at work.




TASK 2:   Self-Assessment and Evidence of Readiness 

In this task, I will reflect on my personal strengths and areas for development using a SWOT analysis. I will also present evidence of my readiness for employability and personal growth.
First, I will analyze my strengths. One of my main strengths is communication. I can express my ideas clearly and interact well with other people. This helps me in group work and in professional situations. Another strength is responsibility. I always try to complete my tasks on time and with good quality. I am also organized, which helps me manage my time and balance different activities. In addition, I am motivated to learn new things, especially skills related to business and the workplace.
Next, I will reflect on my weaknesses. One area I need to improve is my confidence when speaking in public. Sometimes I feel nervous when I need to present in front of a group. Another weakness is my limited experience in a professional work environment. I am still learning how companies operate in real life. I also want to improve my English skills, especially speaking and vocabulary, to communicate better in international contexts.
Now, I will look at my opportunities. One important opportunity is my current course, Business Skills for the Workplace. This course helps me develop important skills such as communication, teamwork, and problem-solving. I also have access to online resources, such as courses and videos, that can help me improve my knowledge. Another opportunity is networking. I can connect with classmates, teachers, and professionals who can support my career development.
Finally, I will consider possible threats. One threat is the high level of competition in the job market. Many candidates have experience and advanced skills, which makes it more challenging to find a job. Another threat is the fast change in technology and workplace requirements. I need to keep learning to stay updated. Lack of experience can also be a challenge when applying for jobs.
In addition to this self-assessment, I will present evidence of my readiness for employability. First, my academic experience shows that I am committed to learning. I complete my assignments, participate in classes, and try to improve my skills. This demonstrates responsibility and discipline.
Second, I have experience working in group activities. During my course, I have participated in teamwork tasks where I collaborated with others to complete projects. These experiences helped me develop communication, cooperation, and problem-solving skills.
Third, I am actively working on my personal development. For example, I am improving my English by studying regularly and practicing reading and writing. This shows my effort to grow and adapt to new challenges.
I have also received positive feedback from teachers and classmates. They have recognized my effort, participation, and ability to work well with others. This feedback is important because it shows that other people see my potential and my professional attitude.
Furthermore, I am open to learning and improving. I understand that I still have areas to develop, but I am willing to work on them. I am ready to gain experience, learn from mistakes, and grow in my career.
In conclusion, this self-assessment helped me understand my strengths and weaknesses more clearly. I have strong communication skills, responsibility, and motivation to learn. At the same time, I need to improve my confidence, experience, and English skills. I also recognize the opportunities and challenges in the job market. Based on my academic experience, teamwork, and personal effort, I believe I am ready to start my professional journey and continue developing my skills.


















TASK 3: Employment Goals and Personal Development Plan 

Based on my SWOT analysis, I identified some weaknesses, such as lack of professional experience, low confidence in public speaking, and the need to improve my English skills. Based on this, I created short-term and long-term employment goals.
My short-term goal is to improve my communication skills and gain my first work experience. I want to feel more confident when speaking in public and interacting with other people in a professional environment. This goal is important because communication is essential in any job. It will help me work better in teams and deal with clients.
My long-term goal is to build a successful career in the business field. I want to have a stable job where I can grow professionally and develop new skills. This goal is important to me because I want financial independence and personal growth. It is also aligned with my career aspirations, as I want to work in a professional and dynamic environment.

To achieve these goals, I created a personal development plan. First, to improve my English, I will study at least 30 minutes every day using online resources, apps, and videos. I will measure my progress by checking if I can understand more content and speak with more confidence in a few months.
Second, to improve my public speaking, I will practice presentations in class and at home. I will also try to participate more in group discussions. I will measure my progress by feeling more comfortable when speaking in front of others.
Third, to gain experience, I will look for internship opportunities or part-time jobs within the next 6 to 12 months. I will also prepare my CV and practice job interviews.
In conclusion, my goals and development plan will help me improve my weaknesses and prepare for my future career.
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