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Task 1 
Appendix: Job advert 1 and 2 - page 9

Key Skills and Knowledge required in each advert 

Advert 1 
· Legal education or experience
· Legal research 
· Case preparation and progression 
· Document management and organisation
· Identifying missing information
· Preparing bundles and legal documents
· Working under pressure and meeting deadlines
· Strong written and verbal communication 
· Attention to detail
· Teamwork and independent working
· Microsoft Office proficiency
· Familiarity with legal research tools
· Experience in litigation /case management 

Advert 2 
· Strong interest in property law
· Experience reviewing and advising on title documents 
· Submitting Land registry applications
· Handling property-related legal queries
· Legal research
· Managing competing priorities
· Working independently and exercising judgment
· Strong communication skills
· Attention to detail
· Stakeholder management
· Experience in property department (desirable)
· Alignment with company values 

Common skills and knowledge across both adverts 
· Legal research
· Strong written and verbal communication
· Excellent attention to detail
· Ability to manage high volume workloads/ competing priorities
· Ability to work independently and as part of a team
· Organisational skills
· Experience or education in a legal environment
· Understanding of legal processes
· Document handling and case-related administration
· Ability to support legal teams effectively

Why Attention to detail is important for a Paralegal?
This skill is fundamental for paralegals because the legal profession relies heavily on accuracy, precision, and the correct handling of information. Paralegals support solicitors by preparing documents, reviewing case materials, conducting research and managing administrative tasks. Each of these responsibilities requires careful checking, as even small errors can lead to significant legal or procedural consequences.
Legal documents must be completed accurately and in accordance with strict rules. A simple mistake – such as an incorrect date, a missing signature, or a misplaced document can delay court proceedings, invalidate submissions, or negatively affect a client’s case. By maintaining strong attention to detail, paralegals help ensure that all fillings and case materials are correct, complete, and compliant with legal standards.
Attention to detail is equally important in legal research. Paralegals must summarise cases, legislation, and legal principles clearly and accurately. If key information is overlooked or misinterpreted, the solicitor may base decisions on incomplete or incorrect data. Diligence in research supports high quality legal advice and strengthens the overall case strategy.
Ultimately, attention to detail builds trust within the legal team. When paralegal consistently produces accurate, reliable work, they become a valued and dependable professional, contributing directly to positive outcomes for clients and the organisation.


Task 2 
Reflective Self-assessment 
Strengths
One of my key strengths is my strong organisational ability, developed through years of managing financial records, administrative tasks, and legal documentation. In previous roles, I have been responsible for handling invoices, maintaining accurate financial data, coordinating schedules, and ensuring that documentation complies with internal and external requirements. These responsibilities have strengthened my attention to detail and my ability to work efficiently under pressure. Research highlights that effective organisation directly support productivity and reduces workplaces errors (MindTools, 2023). I am also highly adaptable and capable of learning new system quickly, which has been essential when working with different software platforms and administrative processes. This adaptability allows me to adjust to new environments, procedures, and expectations with confidence, ensuring that I remain productive even when faced with unfamiliar tasks. 
Another significant strength is my communication skills. I am confident in both written and verbal communication, and I have experience interacting with clients, colleagues, and external stakeholders. My bilingual ability in Portuguese and English further enhances my communication strengths, allowing me to support diverse communities and contribute to inclusive service delivery. I have helped immigrant clients with complex administrative or legal processes by clearly and patiently explaining information. This has made clients feel supported, built trust, and strengthened relationships.
Weaknesses 
While I have strong administrative and organisational skills, I recognise that I need to continue developing my confidence in public speaking and presenting information in group settings. Although I communicate well one-to-one, speaking in front of larger groups can still feel challenging. Improving this skill will help me participate more effectively in meetings, deliver presentations, and contribute confidently to team discussions. Developing this ability will also support my long-term goal of progressing into leadership roles. 
I also acknowledge that I need to strengthen my digital skills further, particularly in advanced Excel functions and specialised legal or financial software. Enhancing these skills will increase my efficiency and allow me to take on more complex responsibilities, especially in roles that require data analysis, reporting, or case management. As workplaces become increasingly digital, improving these skills is essential for staying competitive. (Laudon & Laudon, 2020).
Another area for development is my tendency to take on too many tasks at once. My commitment to helping others and ensuring high-quality work sometimes leads me to overload myself, which can affect my work-life balance. Learning to delegate when appropriate and setting clearer boundaries will support my long-term professional well-being and prevent burnout. Developing stronger time-management strategies will also help me maintain consistent productivity.
Opportunities 
There are several opportunities available to support my professional growth. Continuing my higher education in Brazil and the UK provides a strong foundation for advancing into more senior administrative or legal support roles. My studies have strengthened my analytical and research skills, as well as my critical self-reflection. The need for bilingual professionals in administrative and legal fields enables me to support diverse clients and organisations, making my language ability a valuable asset.
Professional development courses also offer opportunities to enhance my digital and leadership skills. Training in public speaking, advanced Microsoft Office, and legal research tools would help me become more confident and effective in my role. (Smith, 2021).
Furthermore, my experience supervising cleaning teams and supporting financial and legal processes positions me well for future leadership roles where I can combine operational management with administrative expertise. These opportunities align with my long-term goal of progressing into a senior role where I can contribute to organisational improvement and client support.
Threats 
The main threats relate to the competitive job market and the rapid pace of technological change. Many administrative and legal support roles now require advanced digital skills, and failing to keep up with new systems could limit my career progression. Additionally, economic uncertainty can affect job stability in certain sectors, making it important to remain adaptable and continuously develop my skills. Another potential threat is the increasing automation of administrative tasks, which reinforces the need for continuous learning and development of higher-level competencies that cannot be easily replaced by technology. (Brynjolfsson & McAfee, 2014).
Evidence of Readiness for Employability and Personal Advancement
My readiness for employability is demonstrated through a combination of work experience, academic achievement, and positive feedback from supervisors and colleagues. In my role as a Finance & Admin Assistant, I successfully managed financial documentation, corrected discrepancies, and ensured compliance with organisational procedures. I discovered inconsistencies in supplier payments, corrected them by reviewing invoices and coordinating with departments, which improved my confidence and attention to detail in managing financial data.
In administrative roles, I reliably manage multiple tasks and maintain professionalism. I support clients with complex tasks and accurate documentation. Supervisors praise my work ethic, composure under pressure, and commitment to high-quality results.
My academic progress shows I am prepared for personal growth. I have built research and writing skills, learned professional development frameworks, and gained self- awareness through reflective assignments. 
Supporting community members with administrative guidance has enhanced my interpersonal skills and affirmed my commitment to helping others. These experiences show I can use my knowledge to benefit my community.
 
Task 3 
Employment Goals
Bases on the weaknesses identified in my SWOT analysis, I have developed clear short-term and long-term employment goals that support my professional growth and align with my career aspirations in administrative, financial, and legal support roles.
Short – Term Goals (next 6-12 months) 
My first short-term goal is to improve my confidence in public speaking. Although I communicate well one-to-one, presenting information in group settings remains challenging. Strengthening this skill will help me participate more effectively in meetings and contribute confidently to team discussions.
My second short-term goal is to enhance my digital skills, particularly in advanced Excel functions and legal/administrative/financial software. Improving these skills will increase my efficiency and allow me to take on more complex responsibilities.
A third short-term goal is to develop better workload management strategies. Learning to prioritise tasks and set boundaries will help me maintain productivity without becoming overwhelmed.
Long - Term Goals (1-3 years)
My long-term goals include progressing into a senior administrative or legal support role where I can combine my organisational strengths with leadership responsibilities. I also aim to build a professional profile that integrates financial administration, legal document handling, and bilingual communication. These goals align with my aspirations to support clients and organisations with high-quality, compliance-focused work.

Personal Development Plan 

	Development area
	Actions
	Timeline
	Start date
	Resources needed
	Progress measures

	Public Speaking
	Attend workshops; practise in small groups
	6 months
	1 May 2026
	Online courses; workplace opportunities
	Increased confidence; Positive feedback

	Digital Skills
	Complete Excel and Software training
	6 – 12 months 
	1 June 2026
	Training platforms; Tutorials
	Ability to complete tasks independently

	Workload Management
	Use planning tools; Set boundaries 
	Ongoing
	1 May 2026
	Calendar apps; Supervision support
	Reduced stress; consistent productivity
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APPENDIX:
Job advert 1 - Paralegal 
Morson Edge
Central London 
We are recruiting for a Paralegal to join a large public sector legal team. This is a great opportunity for someone with legal experience or education who is looking to develop their career within a structured, fast-paced environment.
The role involves supporting legal professionals with case preparation, document management, legal research, and general case progression work across a high-volume caseload.
Key Responsibilities:
· Supporting legal teams with preparation and progression of cases
· Conducting legal research and summarising findings
· Managing and organising large volumes of documentation
· Identifying missing information and ensuring case files are complete
· Preparing bundles, correspondence, and supporting legal documents
· Assisting with deadlines and case tracking activities
· Attending meetings or hearings where required
· Liaising with internal teams and stakeholders
Skills and Experience:
· Legal education or experience in a legal, regulatory, or similar environment
· Strong organisational and prioritisation skills
· Excellent attention to detail and accuracy
· Ability to work under pressure and meet strict deadlines
· Strong written and verbal communication skills
· Ability to work independently and as part of a team
· Competent in Microsoft Office applications (Word, Excel, Outlook)
Desirable Experience:
· Familiarity with legal research tools (LexisNexis, Westlaw)
· Experience in litigation or case management support
Additional Information:
· 12-month contract
· Full-time onsite role in London
· Competitive hourly rate

Job advert 2 - Paralegal 
Key Group
Preston, Lancashire
Key Group is one of the UK's most exciting and forward-thinking financial services brands, dedicated to helping people unlock a better retirement since 1998. Our mission is simple: to be the UK's leading later life lending company. Our portfolio includes Key (the Adviser), More2Life (the Lender) and Air (Adviser software services), all working together to deliver market-leading later life solutions.

We are offering an exciting opportunity for a qualified and experienced Paralegal to join our growing Legal team. This role is ideal for someone looking to build on their existing experience within a supportive, high-performing in-house legal function.You will play a key role in mitigating legal risk by providing property-related legal support across our lending operations. This is an excellent opportunity to contribute to a developing team and influence how legal services are delivered across the business.

Key Responsibilities
· Reviewing, interpreting and advising on title documentation under the supervision of Solicitors
· Supporting the delivery of legal services across the lending lifecycle
· Submitting applications to the Land Registry, including mortgage discharges
· Handling property-related queries within the Property Legal Team, within scope of experience
· Conducting legal research and summarising findings clearly
· Providing general legal and administrative support to the wider team

Skills & Experience
We are looking for someone who can demonstrate:
· A strong interest in property law, with relevant paralegal experience
· Confidence working with a range of stakeholders at all levels
· Ability to manage competing priorities in a high-volume, fast-paced environment
· Proven capability to work independently and exercise sound judgement
· Excellent attention to detail, with strong written and verbal communication skills
· Experience in a property department within a law firm or in-house legal team (desirable)
We are most interested in individuals who naturally demonstrate our core values:
· Ambitious - driven to improve outcomes for our customers
· Supportive - relationships are central to everything we do
· Personal - going above and beyond to provide exceptional service
· Integrity - honest, open and transparent in all relationships
· Responsive - delivering the right outcome, whatever the challenge
· Expert - experts in our field, always striving to learn more
Benefits
· 23 days' holiday plus bank holidays, rising to 28 with service
· Option to purchase additional holiday
· 1 paid charity day per year
· Tier 1 pension (5% employee / 8% employer)
· Simply Health cashback scheme
· Life assurance
· Staff referral scheme
· Long service awards
· Enhanced maternity and paternity pay
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