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Task 1 

There are different skills needed for a general manager. In a company called The Talbot needs to have a variety of skills (uk.indeed.com, 2026). In addition, a general manager should have relevant qualifications such as Leadership and Management. A general manager at The Talbot should posses a variety of skill for example, strategic thinking, leadership and people management, decision making, communication skills and high-quality costumer service.

In addition, a similar position at the Megan’s company also requires a set of skills form their general manager (uk.indeed.com, 2026). Megan’s company requires from their general manager staff management and scheduling, costumer service and recovery, leadership on the floor, problem solving under pressure and sales and local marketing awareness.

Therefore, as can can be seen above, both positions ask for a mutual set of skills from their general manager. Skills as leadership and management, strategic thinking and costumer service at perfection is a valuable and highly requested skills for general manager positions in most available jobs.

The most important skill for this position in all the management jobs available is Leadership and Management skills. Management is about control, structure, and consistency. Whether leadership is about influence, trust, and motivation as its what gets the team to perform at their best. Therefore, this skill is necessary in this sort of career and multiple careers as its an important valuable tool to posses that drives success.






Task 2 
A SWOT analysis is a simple framework used to evaluate a business or situation by looking at four key areas such as: Strengths, Weaknesses, opportunities, and threats (investopedia.com, 2026).
The importance of SWOT analysis is that it makes you think creatively in whatever situation you are in. It helps with your decision making, finding what to fix before it becomes a problem, aligning the team and staying competitive.
	Strengths  

· Communication
· Problem solving
· Strategic thinking
· Leadership 
· Teamwork and Collaboration
· Reliability and consistency



 
 
 
 
 
 
 
 
 
 
	Weaknesses 

· Time management 
· Professional skills 
· Lack of confidence 
· Limited experience 
· Public speaking 

	Opportunities 


· Access to new training or skill development
· Scholarships and education 
· Career advancement 
· Networking events, mentors, or professional connections 
· IT skills 

 
 
 
 
 
 
 
 
 
	Threats


· High competition 
· Rapid changes in technology 
· Lack of experience 
· Time pressure balancing 
· Economic uncertainty 





Evidence of Readiness 
In the future I would like to become a general manager. 
Currently I am studying for Certificate in business skills in the workplace. I have proved readiness through completing relevant course work and developing key skills such as teamwork, communication, time management. My participation in group projects and practical tasks has given me hands on experiences. I also have a willingness to learn and adapt, which prepares me for future challenges. 
· Education 
· Work – experience 
· Paragraph developing strengths mentioned above 
· Skills & knowledge 
· Achievements 
Task 3 
Employability Goals 
In the future I have a range of goals I would like to achieve: 

Goal 1 – Improve communication skills.
Goal 2 – Develop strong time management and organisational skills
Goal 3 – Build technical skills such as IT tools.
Goal 4 – Increase confidence in interviews and workplace situations
Goal 5 – Expand networking and professional connections 


Personal Development Plan 
DEFINITION OF A PERSONAL DEVELOPMENT PLAN and why it is important (research)
Personal development is the ongoing process of improving skills, mindset, habits, and overall quality of life. It is less about a fixed goal and more about becoming a more capable, grounded, and effective version of yourself over time (skillsyouneed.com, 2026). 
Personal development is important because it directly shapes how well your can handle life, work, and change. You gain more control over your life when you improve your skills, habits and thinking. Better opportunities open along the way like jobs relationships and projects. 

	 
	Short-Term Time Frame  
 
What do I want to  
accomplish in the next  
three to six months? 
 
	Mid-Term Time Frame  
 
What do I want to  
accomplish in the next  
six months to two years?  
	Long-Term Time Frame  
 
What do I want to  
accomplish in the next  
two to three years?  

	Section 1 - My Goals   
  
What are my overall goals that I want to accomplish in this time period?  
 
  
 
Example: become a Student Affairs Officer; learn computer graphics  
 
 
 
	 
 
1. I want to graduate from the CertHE business with high marks in the next three months. 
2. I want start budgeting and stick to it for 3/6 months.
3. I want wanna build a consistent weekly planning system.
4. I wanna maintain a consistent workout schedule.
5. I wanna apply for internships and jobs.
	 
1. I want to complete a degree in Leadership and management.
2. I want to master a professional skill.
3. I want transition into a new career path successfully.
4. I want to recover from unhealthy habits and replace them with stable ones.
5. I wanna travel recent places and gain independent living experience.
 
	1. I want to prove a stable career in my chosen field.
2. I want to achieve financial stability with consistent income. 
3. I want reach and support long term fitness goals.
4. I want to build emotional maturity and stability under pressure.
5. I want to build a stable long-term career.

	Section 2 - Skills and Knowledge to be  
Learned  
 
What specifically do I need to learn? What project do I need to work on?  
  
  
 
Example: Student advising;  
Banner; Dreamweaver; develop a procedures manual  
 
 
 
	 
1. Complete assignment, and time management to complete deadlines, ask information for resits.  
2. Improve IT skills.
3. Memorisation techniques.
4. Time management for studying.
5. Professional behaviour and etiquette.
6. Avoiding distractions while working.
7. Setting small daily goals and tracking them.
8. Basic budgeting and money tracking.
	 
1. Academic learning skills.
2. Writing structured essays, reports or professional emails.
3. Using design tools like Canva or Figma.
4. Financial budgeting and saving constantly.
5. Managing stress and staying focused under pressure.
6. Understanding how a workplace or industry works.
	
1. Becoming highly skilled in a specific field.
2. Managing teams or projects independently.
3. Building a strong professional reputation and portfolio.
4. Using industry tools at an expert level.

	Section 3 - Next Steps 
  
How am I going to acquire the skills and knowledge? How am I going to do this project?  
  
  
 
Example: take Dreamweaver class; do an  
informational interview; set up a project outline  
 
 Exact Timing
	1.  Write the resit assignment, meet the resit tutor, submit the assignment. - Write term 3 assignments  
2. I am going to set targets and goals
3. I am going to target myself, so I learn in small chunks of information.

	1. I wanna build real world experience like small projects, volunteer work and school assignments.
2. I wanna build responsibility and leadership skills by practising foundation improvements like communication and decision making.
	1. I wanna become highly skilled and recognised in my profession.
2. Start and grow a successful business or long-term project.
3. Build longterm savings and investments.
4. Create multiple income streams.
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