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This assignment looks at what employers expect from someone applying for a Business Administrator role. It compares four job adverts to see what skills, experience and qualifications they ask for. It also includes a self‑assessment using a SWOT analysis and the Gibbs Reflective Cycle, followed by a Personal Development Plan. This helps me understand what employers want and how I can prepare for future work.
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The four job adverts show that the role of a Business Administrator is very similar across different organizations, even when the job titles vary. 
The NHS advert uses the title ‘Business Administrator’, while other adverts use titles such as ‘Administrative Assistant’ or ‘Office Administrator’. 
Although the titles differ, the expectations, skills and responsibilities remain almost the same. This reflects guidance from the National Careers Service (2024), 
which explains that most administrative roles share similar duties such as managing information, organizing workloads and assisting colleagues.

Across all four adverts, strong communication skills are highlighted as essential. Employers expect administrators to communicate clearly with colleagues, managers, 
clients and members of the public. According to Indeed (2025), both written and verbal communication are key requirements for administrative roles. 
The NHS advert also highlights communication with clinical teams, while the other adverts mention responding to enquiries, answering calls and writing emails.

Another similarity is the need for good organizational and time‑management skills. All adverts expect candidates to manage tasks, meet deadlines and maintain accurate records. 
The National Careers Service (2024) explains that administrators must balance multiple tasks at once, making organization an essential part of the role.

Another shared requirement is IT skills. This includes using Microsoft Office, email systems and databases. NHS Careers (2024) says administrators use computers every day for tasks like typing documents, entering data and booking appointments.


All adverts ask for basic qualifications such as GCSEs in English and Maths. None require a university degree. Some adverts say that previous admin experience is helpful but not essential because many skills can be learned in the job (Indeed, 2025).
Overall, the adverts show that administrative roles across different industries have very similar expectations.
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To understand my strengths and development needs, I carried out a SWOT analysis and used the Gibbs Reflective Cycle. 
Self‑assessment helps individuals understand their abilities and identify areas for growth (National Careers Service, 2024). 

My SWOT analysis showed that communication is one of my strengths. I can explain information clearly and listen well, which is important when speaking to staff and answering questions. Indeed (2025) says communication is one of the main skills needed in admin roles. I am also organised and able to plan tasks. The National Careers Service (2024) says organisation is important because admin roles often involve many tasks.
I am reliable and complete work on time. CIPD (2023) says reliability is a key employability skill.

 Organization is another strength. I can plan tasks, keep information structured and meet deadlines. 
The National Careers Service (2024) states that organization is essential for managing multiple tasks in admin roles. Reliability and motivation are also strengths, as I complete work on time and stay committed.


My weaknesses include taking on too many tasks, which sometimes affect time management and low confidence when learning new responsibilities and not always asking for help. These weaknesses can affect productivity and learning. 
Using the Gibbs Reflective Cycle helped me understand these weaknesses more deeply. Gibbs (1988) explains that reflection helps individuals understand their behavior and identify improvements. 
When I reflected on past experiences, I realized that communicating early and planning more effectively would have helped. The University of Edinburgh (2024) states that reflection increases self‑awareness and supports personal development.

I also considered evidence of readiness for employment. In a previous Team Leader role, I created rotas, organized tasks and supported staff. 
These responsibilities match business administration tasks such as planning, communication and problem solving. The National Careers Service (2024) states that transferable skills from previous roles support career progression. 
My Level 4 Business Skills course also shows that I can complete assignments, manage deadlines and use written communication, which CIPD (2023) identifies as important skills for administrative work.

Overall, my self‑assessment shows that I have strong communication, organization and reliability. I also understand the areas where I need to grow such as confidence and time‑management. 
This helps me prepare for a Business Administrator role.

[bookmark: _Toc216188285][bookmark: _Toc216188467]Task 3: Employment Goals and Personal Development Plan

My employment goals are based on the development needs identified in my SWOT analysis and reflective work. Setting goals helps people stay motivated and clear about what they want to achieve 
(National Careers Service, 2024). My goals focus on preparing for a Business Administrator role by improving my confidence, time‑management, IT skills and qualifications.

In the short term (3–6 months), my goals include improving time‑management, building confidence and asking for help when needed. 
Time‑management is important because administrators must meet deadlines and manage competing tasks (NHS Careers, 2024). 
Confidence is also important because administrators need to communicate clearly and take initiative (CIPD, 2023). 
To build confidence, I will practice speaking in group settings and reflect weekly using Gibbs' Cycle (Gibbs, 1988). 
Asking for help is another goal, as early communication prevents mistakes and improves teamwork (Indeed, 2025).

My mid‑term goals (6 months–2 years) include strengthening IT and administrative skills. All job adverts require strong Microsoft Office skills, database use and accurate data entry. 
I will complete online courses and practice using these systems. Another mid‑term goal is to develop leadership skills, which are useful for progressing to senior administrative roles. 
CIPD (2023) states that leadership and decision‑making skills support long‑term career development.

My long‑term goals (2–5 years) include gaining a qualification such as NVQ Level 3 or 4 in Business Administration and progressing into a Business Administrator role within a structured organization. 
Completing qualifications can improve career prospects and confidence.
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	Objective
	Time
	Activities
	Success criteria
	Resources

	Improve time management
	3–6 months
	Use planner daily; break tasks; set priorities; weekly review
	Meet deadlines; complete tasks; reduced overwhelm
	Planner, phone calendar

	Build confidence
	3–6 months
	Speak in meetings; volunteer for tasks; weekly reflection
	Increased confidence; more participation
	Reflection tools, colleague support

	Ask for help when needed
	3–6 months
	Ask questions; discuss workload; check in with staff
	Less stress; better teamwork
	Support from colleagues

	Strengthening admin/IT skills
	6 months–2 years
	Microsoft Office training; data entry practice
	Faster, accurate admin work
	Online courses, software

	Develop leadership skills
	6 months–2 years
	Shadow staff; attend training; practice delegating
	Improved decision‑making; responsibility
	Mentoring, training

	Gain qualifications (NVQ L3/4)
	2–5 years
	Research courses; enrollment; complete assessments
	Qualification achieved
	Training provider

	Progress into admin role
	2–5 years
	Apply for roles; update CV; interview preparation
	Gain Business Administrator role
	Careers websites
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