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TASK 1
	Job advert
	Common skills
	Common knowledge 
	Source

	Sales representative
pharmaceutical (Pfizer)
	Communication
	 Product knowledge
	Pfizer Careers - Sales Representative

	Sales representative
technology (Dell)
	Teamwork
	Technical product knowledge
	Dell Careers - Inside Sales Representative

	Sales representative retail (Tesco)
	Target orientation
	
	Tesco Careers - Customer Sales Representative

	Sales representative industrial (Caterpillar) 
	Adaptability
	
	Caterpillar Careers - Sales Representative


Source: Authors own





Communication and Interpersonal Skills
All of the job adverts I looked at mention that excellent communication and interpersonal skills are very important. This is because sales representatives need to build and keep positive relationships with clients and colleagues (Johnston & Marshall, 2016). For instance, Tesco and Dell explicitly state in their job adverts that the ability to speak and write effectively is essential.
Product and Industry Knowledge
The job descriptions from Pfizer and Caterpillar both ask for specific knowledge about the products and the industry they work in. Sales representatives have to explain the features and benefits of their products to customers. This conclusion matches what I have read in industry research, which says that having strong product knowledge is important for successful selling (Singh & Koshy, 2021).
Target Orientation and Self-Motivation
All four job adverts say that being motivated and focused on achieving targets is important. Dell and Caterpillar emphasise the importance of determination and the ability to meet or surpass sales targets. This study shows how demanding and fast-paced sales jobs can be (Dubinsky et al., 2019).
Negotiation and Customer Relationship Management (CRM)
Another key skill mentioned is negotiation, along with experience using CRM systems. The adverts from Pfizer and Dell, in particular, want people who can handle the sales process, close deals, and look after customers over time. Academic studies also point out that these skills are fundamental in sales (Futrell, 2020).
Adaptability and teamwork.
Lastly, the dynamic nature of business necessitates adaptability and the ability to collaborate effectively in a team. All the adverts say that teamwork and being flexible are important, which matches current trends in sales jobs (LinkedIn Talent Solutions, 2022).

Conclusion
To sum up, the main skills that sales representatives need in any business area are effective communication, product knowledge, being motivated by targets, negotiation, CRM, adaptability, and teamwork. Both the adverts and academic sources agree that these are crucial skills for anyone in sales.

Task 2: 
Self-Assessment: SWOT Analysis
Introduction
Self-assessment is important for understanding where I am in my personal and professional development. According to Cottrell (2019), using frameworks like SWOT analysis can help students identify their strengths, weaknesses, opportunities, and threats, which is useful for planning future growth. In this section, I will present my own SWOT analysis and provide evidence that shows my readiness for employment and further personal development.
SWOT Analysis
Strengths
One of my main strengths is my communication skills. Through group projects at university, I have learned to express my ideas clearly and listen to others. For example, in a recent group presentation, I was chosen to present our findings, and my tutor commented on my clear speaking and confidence. According to Robles (2012), communication is a key employability skill valued by employers.
Another strength is my organisation. I always plan my work using to-do lists and calendars, which helps me meet deadlines. This has helped me balance my studies with a part-time job in retail. Being organised is important in any job, as noted by Cottrell (2019).
Weaknesses
A weakness I have noticed is my lack of experience giving and receiving constructive criticism. Sometimes, I find it difficult to accept feedback on my work. As Yorke and Knight (2007) say, being open to feedback is important for personal growth and employability.
I also sometimes struggle with time management when I have multiple assignments due at the same time. I tend to focus too much on one task and neglect others, which can create stress.

Opportunities
There are many opportunities for me to improve my skills at university. For example, I can attend workshops on time management and feedback, which are regularly offered by the careers service. I can also seek out more group work opportunities to practice giving feedback.
Another opportunity is to take on more responsibility in my part-time job, such as training new staff. This would help me develop leadership skills, which are important for career progression (CIPD, 2023).
Threats
One threat is the competitive job market, especially for graduate schemes. If I do not develop my employability skills, I may struggle to stand out. Another threat is balancing my academic work with part-time employment, which could affect my grades if not managed well.

Evidence of Readiness
I believe I am ready for employability for several reasons. Firstly, my academic achievements show I am capable of independent study and meeting deadlines. Last semester, I achieved a 2:1 average, which required good planning and hard work.
Secondly, my part-time job in retail has given me practical experience with customers and teamwork. I have learned to handle complaints, work under pressure during busy periods, and help new staff settle in. My manager has given me positive feedback on my reliability and willingness to learn.
I am also involved in extracurricular activities, such as volunteering for a local charity. This has helped me develop communication and organisational skills in a different setting and has shown me the importance of community involvement, which is valued by employers (Dacre Pool & Sewell, 2007).
Finally, I have received feedback from tutors and peers that supports my self-assessment. For example, after a group assignment, my peers said I was supportive and helped keep the team on track. Feedback from my tutor has also encouraged me to take more initiative in discussions.

Conclusion
In conclusion, by using the SWOT analysis framework, I have identified my main strengths and areas for development. Evidence from academic, work, and extracurricular settings shows I have developed many of the key skills employers are looking for, although I still have areas to improve. Taking advantage of opportunities at university and seeking feedback will help me become even more employable.
Extracurricular leadership all provide evidence of my readiness to develop further and succeed in future employability contexts.


Task 3
Setting Employment Goals
Introduction
Setting employment goals and creating a personal development plan are crucial steps for improving my employability, especially after reflecting on my weaknesses through SWOT analysis. According to Jackson and Wilton (2016), clear goal-setting helps students focus on skills that are valued by employers and plan how to achieve them efficiently.

Employment Goals
Short-Term Goals

My main short-term goal is to improve my ability to accept and use feedback, as well as strengthen my time management skills. Research shows that being open to feedback is vital for continuous improvement (Winstone et al., 2017). I also aim to gain more practical work experience through internships or volunteering within the next year, as practical exposure is often a key requirement in entry-level roles (Cranmer, 2006).
Long-Term Goals
Looking further ahead, my long-term goal is to secure a graduate position in a business or management role after I complete my degree. To achieve this, I need to develop strong leadership skills and build a professional network. According to Tomlinson (2017), graduates with leadership experience and professional connections are more likely to succeed in the competitive job market. These goals are important to me because I want a career where I can grow, take on responsibility, and make a positive impact in an organisation.


Personal Development Plan
To address my weaknesses and meet my goals, I have created the following personal development plan:
	Goal/Weakness
	Action Steps
	Timeline
	Resources Needed
	How Progress Will Be Measured

	Accepting and using feedback
	Attend university workshops on feedback; request feedback from tutors and peers; keep a reflective journal of feedback received
	Next 3 months
	University support, online resources, journal
	Journal entries; review improvements in assignments

	Time management
	Use digital planners; attend time management seminars; set weekly goals and priorities
	Start immediately, ongoing
	Planner app, seminar attendance
	Monitor assignment submission dates and stress levels

	Gain practical experience
	Apply for internships and volunteer opportunities; join student societies with organisational roles
	Within 6-12 months
	Careers service, online job boards
	Number of applications and positions secured

	Develop leadership skills
	Take on leadership roles in group projects and societies; complete short online course in leadership
	Within 12 months
	Online courses, society memberships
	Feedback from group members; completion certificates

	Build professional network
	Attend networking events; connect with alumni and professionals via LinkedIn; join professional groups
	Within 12 months
	LinkedIn, university careers events
	Number of new contacts and event attendances



Explanation and Justification
I have chosen these actions based on evidence from academic and professional literature. For instance, time management and feedback literacy are linked to higher academic achievement and employability outcomes (Winstone et al., 2017; Patzak et al., 2022). Actively seeking practical experience and leadership roles aligns with employer expectations (Cranmer, 2006; Tomlinson, 2017). Networking is increasingly recognised as a vital skill for career progression (Jackson & Wilton, 2016).
Progress will be monitored regularly using self-reflection, feedback from peers and tutors, and the achievement of specific milestones (such as completing a project as team leader or successfully completing an internship). According to Cottrell (2019), measuring progress is essential for staying motivated and making adjustments to the plan as needed.
Conclusion
In summary, by setting clear employment goals and creating a structured personal development plan, I am taking practical steps to improve my employability and address my weaknesses. By following this plan and using university resources and feedback, I am confident that I will be better prepared for my future career.
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