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Task A: 
For this assignment, two job adverts have been selected to compare the skills and knowledge required for administrative and support-based roles. The first job advert is for a Care Assistant role with Berkley Care Group, and the second job advert is for a Receptionist role within the NHS. Although these roles are different, both require strong communication skills, organisation, responsibility, and the ability to support people effectively.
The Berkley Care Group job advert highlights the importance of providing high-quality support to individuals, maintaining their dignity, building positive relationships, and working effectively as part of a team. Key skills required include communication, empathy, patience, teamwork, reliability, and the ability to follow procedures. The role also requires an understanding of safeguarding, health and safety responsibilities, and providing person-centred care.
The NHS Receptionist role focuses more on administrative responsibilities within a healthcare environment. The key skills required include customer service, organisation, IT skills, record management, confidentiality, and the ability to communicate professionally with patients and staff. The role requires employees to manage appointments, handle information accurately, and remain calm while working in a busy environment.
When comparing both adverts, several common skills and knowledge areas can be identified. Communication is one of the most important skills mentioned across both roles. Employees need to communicate clearly with service users, colleagues, and members of the public. Both roles also require teamwork because employees must work alongside others to provide an effective service. Organisation and attention to detail are also important because both positions involve managing information, following procedures, and completing tasks accurately.
Another shared area of knowledge is understanding professional responsibility. Both roles require employees to maintain confidentiality, respect individuals, and follow workplace policies. This demonstrates the importance of professionalism in roles that involve supporting people.
One key skill from these job adverts that I could use in my future employment is communication. Through my previous experience as a volunteer teacher and supporting students in tuition, I have already developed communication skills by explaining ideas, supporting different individuals, and encouraging participation. In a future administrative or support role, I can use these skills to communicate effectively with colleagues, customers, and service users. Strong communication will allow me to build positive relationships and contribute towards creating a professional and supportive working environment.
Overall, both job adverts demonstrate that employers value transferable skills such as communication, organisation, teamwork, and reliability. These skills are important for my career development because they can be applied across different industries, particularly education, administration, and customer-focused roles.

Task B: 
SWOT Analysis
A self-assessment allows me to understand my current abilities, identify areas for improvement, and recognise opportunities for future career development. Using a SWOT analysis has helped me reflect on my strengths, weaknesses, opportunities, and possible challenges that may affect my employability.
Strengths
One of my main strengths is my communication ability. Through my experience working as a volunteer teacher and supporting students during tuition, I have developed confidence in communicating with different age groups and adapting my communication style depending on the situation. Teaching has improved my ability to explain information clearly, listen to others, and provide encouragement.
Another strength is my organisation and time management skills. During my teaching experience, I was responsible for preparing lesson plans, organising learning resources, and supporting students’ progress. These responsibilities required planning and managing different tasks effectively. My experience as an Admin Assistant at Ash Immigration Service also helped me develop organisational skills through managing files, scanning documents, and supporting daily administrative activities.
I also consider adaptability to be a personal strength. I have gained experience in different environments, including education, administration, and a family business. These experiences have allowed me to become comfortable working with different people and adjusting to new responsibilities. I am willing to learn new skills and take feedback to improve my performance.
My multilingual ability is another strength. Being fluent in English, Urdu, and Hindi allows me to communicate with a wider range of people. This can be valuable in workplaces where employees interact with diverse communities.
Weaknesses
Although I have developed many transferable skills, there are areas where I need further improvement. One weakness is that I have limited experience in professional full-time employment. Most of my experience has been through volunteering and short work placements. Although these experiences have helped me develop important skills, gaining more workplace experience would increase my confidence and understanding of professional environments.
Another area for development is improving my advanced IT skills. I currently have intermediate knowledge of Microsoft Office and basic data handling, but many administrative roles require stronger digital skills, including advanced Excel, database management, and professional systems. Developing these skills would improve my employability.
I also need to continue developing my confidence in professional situations, such as interviews and workplace communication. While I am comfortable communicating with students and customers, improving my confidence in formal business environments will help me progress further.
Opportunities
There are several opportunities available to support my career development. Studying Business Skills for the Workplace at the University of Wales Trinity Saint David provides me with knowledge of professional skills, workplace behaviour, and career planning. This qualification will help me improve my understanding of business environments.
Volunteering and gaining further work experience are also opportunities for development. By applying for internships, administrative placements, or support roles, I can increase my practical experience and develop new workplace skills.
My interest in continuous learning is another opportunity. I enjoy research, reading, and self-development, which motivates me to improve my skills and remain open to new opportunities.
Threats
One potential threat is competition for employment opportunities. Many candidates may have similar qualifications and experience, meaning I need to continue developing my skills to stand out.
Another challenge could be balancing further studies with gaining work experience. Managing my time effectively will be important to ensure I can succeed academically while preparing for future employment.
Evidence of Readiness for Employability
I believe I have developed strong foundations for employment through my academic achievements, volunteering experience, and personal development activities.
My current Certificate in Higher Education in Business Skills for the Workplace demonstrates my commitment to improving my professional knowledge. The course is helping me develop skills related to communication, teamwork, business awareness, and career development.
My volunteering experience as a teacher provides evidence of my responsibility and ability to work with others. I prepared learning materials, supported students, managed classroom activities, and encouraged confidence among learners. These experiences demonstrate patience, leadership, and communication skills.
My administrative work experience at Ash Immigration Service also supports my readiness for employment. I gained experience in handling documents, organising files, and supporting clients. This developed my attention to detail and understanding of confidentiality in a workplace environment.
Additionally, my experience helping in my family business improved my customer service skills. I assisted customers, handled transactions, and supported daily operations. This helped me develop reliability, teamwork, and problem-solving abilities.
Feedback from working with students and supporting others has shown me that I am approachable, patient, and supportive. These qualities are important for roles involving communication and teamwork.
Overall, my experiences demonstrate that I have transferable skills that can contribute positively to an organisation. However, continuing to improve my technical skills and gaining further professional experience will help me achieve my career goals.

Task 3: 
Based on my SWOT analysis, I have identified several employment goals that will support my future career development. My short-term goal is to gain more professional work experience within an administrative, customer service, or support role. This will allow me to apply my existing skills while developing greater confidence in a workplace environment.
My long-term goal is to progress into a stable professional career where I can use my communication, organisation, and people skills. I am interested in roles involving administration, education support, or business operations because they match my strengths and experience. Achieving these goals is important because I want to continue improving myself, build financial independence, and contribute positively to an organisation.
To achieve these goals, I have created a personal development plan focusing on my weaknesses.
	Development Area
	Actions Required
	Timeline
	Resources Needed
	Measurement of Progress

	Improve IT skills
	Complete additional training in Microsoft Excel, Word, and data management
	Within 6 months
	Online courses, university resources
	Completion certificates and improved confidence using software

	Gain professional experience
	Apply for administrative placements, internships, and part-time roles
	Within 12 months
	job websites, university careers support, CV improvement
	Number of applications and successful work experience gained

	Improve interview confidence
	Practise interview questions and attend career workshops
	Within 6 months
	University support and feedback from mentors
	Improved performance in interviews

	Improve interview confidence
	Connect with employers and attend career events
	Within 12 months

	Career fairs and professional networks
	Increased professional contacts




Following this development plan will help me address my weaknesses and prepare for future employment. Regular reflection will allow me to monitor my progress and make improvements where needed. By continuing to develop my skills, gain experience, and remain open to learning opportunities, I will become more prepared for career advancement.
