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Task 1: Comparison of Job Advertisement
Introduction - My Chosen Career
Chosen Job Role: E-commerce Assistant
Field: E-commerce / Digital Retail
I chose to pursue a role as an E-commerce Assistant because I enjoy working with digital tools and online retail platforms. The e-commerce industry is always growing and changing, which gives me the chance to build valuable skills in a fast-paced environment. I also want to learn as much as I can so that, in the future, I can confidently open and manage my own e-commerce online business.

Overview of the Four Job Advertisements
Advert 1-E-commerce Assistant (General Retail Website Support)
· ﻿﻿Main tasks: Product data management, uploading products, updating CMS, organising categories, managing filters/metadata, ensuring stock level accuracy.
· ﻿﻿Skills required: MS Office (Excel), CMS experience, communication, organisation, ability to prioritise.
· ﻿﻿Typical employer: Fashion or retail brand managing an online store.

Advert 2 - E-commerce Assistant (Order Processing, Inventory & Customer
 Support)
· ﻿﻿Main tasks: Order dispatch coordination, warehouse/courier communication, updating listings, handling customer queries/returns, creating sales reports.
· ﻿﻿Skills required: Order management, marketplace experience, organisational skills, attention to detail, Excel skills, communication.
· ﻿﻿Benefits: Training opportunities, staff discounts, growth potential.

Advert 3 - E-commerce Assistant (Website Maintenance & Online
Merchandising)
· ﻿﻿Main tasks: Website functionality checks, stock/inventory control, analysing sales/inventory data, merchandising support, campaign support (email, promotions).
· ﻿﻿Skills required: Analytical skills, data handling, e-commerce platform knowledge (Shopify/Magente), Excel, CMS/HTML basics, teamwork, communication.
· ﻿﻿Role importance: Ensures website runs smoothly and supports sales optimisation.

Table: Skills & Requirements Comparison

	Skill / Requirement
	Advert 1
	Advert 2
	Advert 3
	Advert 4

	Product listing/content updates
	✔
	✔
	✔
	

	Order processing
	–
	✔
	–
	

	Customer service
	–
	✔
	–
	

	Website maintenance
	✔
	–
	✔
	

	Inventory/stock updates
	✔
	✔
	✔
	

	Excel / MS Office
	✔
	✔
	✔
	

	SEO/metadata
	✔
	–
	✔
	

	Marketplace experience
	–
	✔
	–
	

	Analytical/data skills
	–
	✔
	✔
	

	Teamwork
	✔
	✔
	✔
	

	Ability to work under deadlines
	✔
	✔
	✔
	



Summary of Key Skills Identified from the Job Advertisements
Across the three job advertisements, several key skills appear consistently. All three roles require product listing and website updates, stock level management, good Excel and IT literacy, strong communication skills, attention to detail, the ability to work under pressure, and effective teamwork or cross-team collaboration. Most of
the adverts also emphasise customer service, order processing, data analysis of sales or inventory, familiarity with e-commerce platforms, and strong organisational abilities. While the roles share many similarities, there are clear differences between them. One advert focuses more on website content and merchandising, another highlights order fulfilment and customer support, and the third places greater importance on marketplace management, including experience with Amazon or eBay and pricing optimisation. Technical expectations also vary, ranging from basic CMS skills to more advanced knowledge of platforms such as Shopify or Magento.

Task 2:  Self- Assessment and Evidence of readiness 
A SWOT is a popular self-assessment tool. Definition of Swot – research 

	Strengths 

· Good computer literacy (Microsoft Office, Excel “intermediate level,” online platforms)
· Fast learner with good adaptability
· Attention to detail (checking information carefully)
· Ability to work well in a team



	Weaknesses 

· communication skills
· Limited experience with advanced e-commerce tools (e.g., Shopify, Amazon Seller Central, etc…)
· Need to improve advanced Excel skills (formulas, pivot tables) high level
· Lack of knowledge of digital marketing 

	Opportunities 

· Growing e-commerce industry with many entry-level roles available.
· Access to online learning, including Excel, digital marketing, SEO, Shopify, and marketplace training.
· Opportunities at university to gain experience through group projects, events, and teamwork activities.
· Potential internships or part-time apprendeships retail/e-commerce roles to build customer service and operational experience.
· Chance to start and grow my own online business, using skills gained from my studies and work experience.
· Networking opportunities, such as meeting professionals through university events, LinkedIn, career fairs, and online communities, which can help with finding jobs or business opportunities.
	Threats
· English and presentation skill
· High competition for e-commerce roles, especially entry-level positions with many applicants.
· Rapid changes in digital tools and platforms, meaning continuous learning is required to stay up to date.
· Some employers prefer candidates with direct e-commerce or retail experience, which may make it harder to stand out at first.
· Economic conditions affecting retail hiring, which can reduce job openings or slow down recruitment cycles.

            



Evidence of readiness
I have strong computer skills, particularly with Microsoft Office and Excel at an intermediate level, including using formulas, tables, and formatting. I am confident with Word and PowerPoint and can quickly learn new digital tools such as CMS systems, Shopify, or online marketplace dashboards, which helps me manage tasks like product uploads, stock updates, and sales tracking. I am a fast learner and adapt easily to new tasks, tools, and changing work environments, which is important in the fast-paced e-commerce industry. I pay close attention to detail to ensure accuracy in product information, customer data, pricing, and inventory, reducing errors. I am well-organised, able to prioritise tasks, plan workloads, and meet deadlines efficiently, and I work effectively in a team, communicating clearly and supporting colleagues when needed. I recognise that I need to develop my digital marketing skills, including social media promotion, SEO, and online advertising, to better support e-commerce businesses and confidently take on broader responsibilities.
My lecturer has recognised my strong computer skills, particularly in using Microsoft Office applications, which I frequently apply during class tasks. I have also received positive feedback from my lecturer for my teamwork, especially during group activities, where I support others.


Task 3: Personal Development Plan 

Self Employment Goals: USE SMART 
Personal Development Plan
	
	Short-Term Time Frame 

What do I want to 
accomplish in the next 
three to six months?

	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? 

 


	
· Improve my Excel skills (formulas, pivot tables, data analysis).
· Gain beginner experience using Shopify or Amazon Seller Central, TikTok Shop.
· Improve confidence and communication (presentations, elevator pitch).
· Start planning my own e-commerce clothing brand (ideas, research, product concepts).



	· Secure a full-time E-commerce Assistant position.
· Launch and grow my own e-commerce clothing business.
· Work toward financial freedom through job income + business profits.
· Save money consistently toward buying my dream car/house.
· Develop strong skills in digital marketing, advertising, and analytics to support my business growth.


	Section 2 - Skills and Knowledge to be 
Learned 

What specifically do I need to learn? What project do I need to work on? 
 
 



	· Learn Excel tools: pivot tables, VLOOKUP, formulas.
· Learn basic Shopify: product uploading, inventory updates, theme settings.
· Improve communication skills: voice clarity, structure, confidence.
· Learn basic SEO for product descriptions, website optimisation.
· Understand clothing brand start-up basics: sourcing, pricing, branding.

	· Learn advanced digital marketing: paid ads, analytics, retargeting.
· Gain deeper e-commerce skills (Shopify, Amazon Seller Central).
· Learn business planning, budgeting, and financial management for achieving financial freedom.
· Develop branding, marketing strategies, and long-term product planning for my clothing brand.


	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 



	· Complete free Excel training on YouTube/Coursera weekly.
· Create a Shopify trial store to practise uploading products.
· Practise elevator pitch weekly using lecturer feedback.
· Attend university employability and digital skills workshops.
· Research clothing suppliers, materials, and design ideas for my brand.

	· Enroll in advanced marketing and SEO courses.
· Apply for internships or part-time e-commerce roles to gain experience.
· Create a business plan for my clothing brand (budget, audience, strategy).
· Start saving monthly toward my dream ca/house.
· Build a LinkedIn profile and grow my network in e-commerce and fashion.



 



	
	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 4 - Resources
 

What resources do I need? 
 
 
Example: free time; funding




	
· Laptop MacBook with internet access.
· Free time for training and practice.
· Online learning platforms (Shopify Academy, YouTube, Coursera).
· Guidance from lecturers and career advisors.
· Inspiration and research resources for clothing brand ideas.

	· Small budget for advanced courses (SEO, marketing, analytics).
· Access to internships, apprenticeships, job boards, and networking events.
· Tools for brand development: Canva, Pinterest, design apps, ai tools.

	· Savings to invest in my clothing brand (website costs, samples, marketing).
· Subscription tools for business (Shopify plan, Canva Pro, analytics tools).
· Monthly savings plan toward financial freedom goals and my dream car/house, travel and work everywhere.


	Section 5 -  Time Schedule 
 
What is my time schedule?  

	· Start Excel training immediately.
· Begin Shopify practice within one month.
· Work on presentation and communication weekly.
· Begin clothing brand research now.
	· Apply for internships or part-time, apprenticeship e-commerce roles.
· Start building the clothing brand (samples, logo, product testing).
· Enroll in intermediate SEO and digital marketing courses.

	· Apply for full-time E-commerce Assistant roles.
· Launch and grow my clothing brand.
· Implement saving plan towards financial freedom and my dream car/house. travel and work everywhere.
· Continue improving digital marketing and e-commerce skills.


	

When will I start? 
 

	· Begin Excel training, Shopify practice, communication improvement, and clothing brand research.

	· Internship/ apprenticeship applications, SEO/marketing courses, and early brand development.

	· Launch clothing business, full-time work, financial planning, and dream car saving/house, travel and work everywhere.
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