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Introduction 



 

This report outlines my employment goals and personal development plan, reflecting 

on the areas I need to improve in order to achieve my professional aspirations. After 

completing the Business Skills for the Workplace course, I identified key weaknesses 

in negotiation, leadership, and conflict management. In this document, I will set 

short-term and long-term employment goals, along with a clear plan for improving 

these skills. By focusing on actionable steps and measurable progress, I aim to 

enhance my ability to contribute effectively in leadership roles and advance in my 

career. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Office Administrator 

Pay: £14.50 per hour 

Location: City of London 
Type: Temporary - Full time 
Hours: 8:30am - 5:30pm 

 

Care Assistant 

Pay: £12.90 an hour - Part-time 

Location: Great Yarmouth NR30 2JX Norfolk 

Hours:  Part-time 

 

Task 1: Job Advertisement Comparison - Office Administrator and Care 

Assistant 

When comparing the two job advertisements — Office Administrator and Care 

Assistant — it is possible to identify several essential skills and knowledge for these 

professions. Both require a set of overlapping skills, despite the differences in job 

responsibilities. 

Common Skills 

Communication 

Both positions require verbal and written communication skills. The Office 

Administrator needs to manage correspondence and coordinate meetings, which 

requires clear and effective communication. In the case of the Care Assistant, 

communication is essential to interact with residents and the team, as well as 

document the progress of care. The ability to communicate clearly and effectively is 

crucial in both roles, as it directly impacts the efficiency and success of daily tasks. 

 

Organization 

 

The ability to organize tasks and maintain an efficient structure is a common 

requirement. The Office Administrator needs to manage schedules, meetings, 

correspondence, and keep the office organized and running smoothly. The Care 

Assistant, on the other hand, also needs to maintain organization in the workplace, 

particularly when following detailed care plans and documenting information 

accurately. Good organization in both roles ensures that activities run efficiently and 

without errors. 

 

Multitasking 



 

Both the Office Administrator and the Care Assistant must be able to handle multiple 

tasks at once. For the Office Administrator, responsibilities include coordinating 

meetings, handling phone calls, organizing documents, and other administrative 

processes. For the Care Assistant, multitasking involves assisting residents with 

various needs simultaneously, managing personal care, administering medications, 

and performing other duties, all while ensuring the environment is safe and 

comfortable for the residents. 

 

Selected Skill: 

Communication 

While organization and multitasking are crucial skills, communication is the standout 

skill. In a corporate setting like that of an Office Administrator, clear and effective 

communication with coworkers and clients is essential to ensure that all 

administrative aspects run smoothly. Additionally, in the context of a Care Assistant, 

effective communication is even more vital, as it is directly related to the quality of 

resident care. Communicating well with residents, family members, and other team 

members can make a significant difference in the patient experience and the 

success of the care provided. 

Therefore, communication is indispensable in both contexts, being fundamental to 

the successful performance of both roles. 

 

 

 

 

 

 

 

 

 

 

                                 Task 2: Reflective Self-Assessment 

 



Completing the Business Skills for the Workplace course provided me with a 

valuable opportunity to assess my skills, identify areas for development, and create a 

plan for my professional growth. Using the SWOT (Strengths, Weaknesses, 

Opportunities, and Threats) analysis tool, I was able to reflect on my experiences, 

identify aspects I can improve, and understand the best ways to apply my learning to 

my professional path. The SWOT analysis is an excellent tool for this type of self-

assessment, as it allows for structured reflection on strengths and weaknesses, 

while also helping to identify external opportunities and threats that can affect 

professional development. 

Strengths: 

One of the key strengths I identified throughout this course was my communication 

skill. Throughout the lessons and practical activities, I was able to enhance how I 

express myself, both in writing and orally. In a corporate environment, effective 

communication is crucial to ensure that messages are transmitted clearly and 

without ambiguity, especially when dealing with clients or colleagues. This learning 

was reinforced by my previous experience in the immigration office, where clear and 

concise communication was essential to handle administrative processes and 

confidential information. Furthermore, I had the opportunity to develop good active 

listening, which has been a valuable skill to better understand others’ needs and 

provide more accurate and helpful responses. 

Another significant strength is my organization. Throughout the course, I learned to 

manage my time more efficiently, prioritize tasks, and meet deadlines more easily. In 

the work context, this translates to the ability to handle multiple responsibilities 

simultaneously without compromising the quality of the work done. The Business 

Skills for the Workplace course required me to organize my learning, coordinate 

activities, and deliver assignments within a specific timeline, which strengthened my 

time management skills and task organization. In my previous work at the 

immigration office, this skill was crucial, as I had to manage multiple administrative 

processes at once, such as scheduling meetings, forwarding documents, and 

interacting with clients. 

Finally, a problem-solving ability is another one of my strengths. Throughout the 

course, I was challenged to think critically and apply the solutions I learned to real-

world situations. In the work environment, problem-solving is an essential skill, 

especially when unexpected issues arise. During the course, I learned to take an 

analytical and structured approach to solving problems, which has helped me both in 

academic activities and in professional tasks. In my previous job, this skill was tested 

many times, whether to resolve administrative issues, deal with client 

documentation, or find solutions to unforeseen challenges. 

Weaknesses: 



Despite my strengths, I also identified some weaknesses that need to be addressed. 

One of the main areas for development is negotiation and leadership. While I have a 

good theoretical understanding of leadership concepts, such as team motivation and 

strategic decision-making, putting these skills into practice is still something I am 

becoming more familiar with. In my previous work, I had few opportunities to lead 

teams or manage projects, which limits my practical experience in leadership. I 

believe that, to become a more effective leader, I need to improve my ability to make 

decisions under pressure and learn how to influence others more assertively. 

Additionally, conflict management is another area in which I need to improve. 

Although I have a good understanding of conflict resolution processes and the 

importance of clear communication in handling disputes, I have a tendency to avoid 

direct confrontation. This can be a disadvantage, as in many work situations, it is 

necessary to address conflicts openly and constructively. If I don’t develop this skill, I 

may face challenges in managing teams or dealing with tense situations in a 

corporate environment. 

Another weakness I identified is related to decision-making in high-pressure 

environments. The course provided me with a solid theoretical foundation on 

decision-making, but in some professional situations, I felt I still struggled to make 

quick decisions, especially when time is limited. This weakness can be a challenge 

in dynamic work areas, where decisions need to be made quickly based on limited 

information. 

Opportunities: 

There are several opportunities I can take advantage of to overcome my 

weaknesses and develop my skills. One of the main opportunities is gaining access 

to mentorship and feedback from more experienced colleagues. During the course, I 

had the chance to learn from instructors and peers, and continuing to seek these 

mentorship opportunities could be an important path for development. Additionally, 

attending leadership and negotiation workshops could help me improve my skills in 

these areas. Workshops focused on these topics would allow me to gain more 

practical experience, as well as develop a more assertive leadership style. 

Another great opportunity for me is gaining practical experience in corporate 

environments and project leadership. By seeking opportunities to take on more 

responsibilities in my current job or through internships, I can put into practice the 

concepts I’ve learned about leadership and conflict management. Participating in 

leadership activities within groups and organizations could also be an effective way 

to gain confidence and develop my negotiation skills. 

 

Threats: 



Finally, there are some threats that may impact my development. The main threat I 

see is the fast-paced nature of the job market. The corporate environment is 

constantly changing, with new technologies and practices emerging all the time. If I 

don’t continuously update myself, I risk falling behind in a highly competitive market. 

The lack of skills in areas such as technology and change management could hinder 

my chances for growth in a dynamic business environment. 

Moreover, the pressure to perform in a competitive job market can be a constant 

threat. This can create stress, especially when trying to balance academic demands 

with work requirements. The pressure to succeed in both aspects can be 

challenging, but I believe that with practice and the development of new skills, I can 

overcome these difficulties. 

 

In summary, the Business Skills for the Workplace course has been crucial for my 

self-assessment and professional growth. Through the SWOT analysis, I was able to 

identify my strengths, weaknesses, opportunities, and threats, and create a clear 

plan for my development. By focusing on my weaknesses, such as negotiation and 

leadership, and seeking opportunities to improve these skills, I am on the right path 

to enhancing my employability and achieving my professional goals. 

 

 

 

 

 

 

 

 

 

 

Task 3: Setting Employment Goals and Personal Development Plan 

 

After reflecting on my weaknesses in negotiation, leadership, and conflict 

management, I have set clear goals and a development plan to improve these skills 

and achieve my professional objectives. 

 



Employment Goals 

Short-Term (6 months - 1 year): 

Objective: Improve my negotiation and leadership skills. 

Actions: Attend leadership and negotiation workshops. Look for opportunities to lead 

small tasks or projects in my current job. Take on more responsibility to gain practical 

experience. 

How to Measure: After 6 months, gather feedback from my supervisors on my 

performance and progress in leadership and negotiation. 

 

Long-Term (1 to 3 years): 

Objective: Take on a management or coordinator role. 

 

Actions: Seek new job opportunities offering leadership responsibilities or expand my 

current role. Consider postgraduate management programs or leadership training to 

boost my qualifications. 

 

How to Measure: Assess progress by achieving a higher-level position with more 

leadership responsibilities and receiving feedback from managers. 

 

Personal Development Plan: 

Improve Leadership Skills: 

 

Actino: Participate in leadership courses and assume coordination responsibilities at 

work. 

Timeline: Within 3 months. 

How to Measure Progress: Apply the learning in real work situations, requesting 

continuous feedback from colleagues and supervisors to track growth. 

 

Develop Negotiation and Conflict Management Skills: 

 

Action: Attend training in negotiation and conflict resolution techniques. 

 

Timeline: Within 6 months. 

 

How to Measure Progress: Reflect on how I manage negotiations and conflicts in the 

workplace, seeking feedback from peers on improvement. 

 

    Decision-Making Under Pressure: 



 

Action: Enhance emotional intelligence and ability to make quick decisions under 

pressure. 

 

Timeline: Within 6 months. 

 

How to Measure Progress: Evaluate how I handle pressure situations at work and 

gather feedback from others about my decision-making process. 

 

These goals and actions will guide my development and help me achieve my 

professional aspirations. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Conclusion: 

 

 

In conclusion, setting clear employment goals and creating a personal development 

plan are essential steps in advancing my career. By focusing on improving my skills 

in negotiation, leadership, and conflict management, I am taking proactive measures 



to ensure that I am well-prepared for future professional challenges. The short-term 

and long-term goals outlined in this plan, along with the specific actions and 

timelines, provide a structured approach to my growth. By continuously working on 

these areas and measuring my progress, I am confident that I will develop the 

necessary skills to take on more responsibilities and succeed in leadership roles. 

This plan serves as a roadmap for my professional development and will guide me 

toward achieving my career aspirations. 
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