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Task  A 
Comparison of the Two Job Adverts
The two selected job advertisements are HR & Personal Assistant at InstaStaff Ltd and Recruitment Resourcer/Candidate Manager at Talk Recruitment Ltd. Both positions are within the human resources and recruitment profession, but they focus on different aspects of the employee recruitment and management process.
The HR & Personal Assistant role focuses on providing administrative and organisational support to senior managers while coordinating HR activities. Key responsibilities include maintaining employee records, supporting recruitment administration, coordinating the employee lifecycle, ensuring HR documentation remains accurate and compliant, and assisting with the day to day running of the office. The employer is looking for someone who is highly organised, able to work confidentially, manage multiple priorities, and communicate professionally with colleagues and managers.
In comparison, the Recruitment Resourcer/Candidate Manager role focuses on attracting, sourcing, and supporting candidates throughout the recruitment process. The successful candidate will work alongside Recruitment Consultants to identify suitable applicants, arrange interviews, maintain candidate relationships, and fill vacancies efficiently. This position places greater emphasis on customer service, relationship building, resilience, teamwork, and working effectively within a fast paced recruitment environment.
Common Skills and Areas of Knowledge
Although the two roles differ in their daily responsibilities, they require many of the same skills and areas of knowledge. Both employers emphasise the importance of excellent communication skills, strong organisational abilities, time management, teamwork, and professionalism. Candidates must also be capable of prioritising tasks, managing confidential information, and maintaining accurate records.
Both adverts require knowledge of recruitment procedures, administrative processes, customer service, and the use of computer software such as Microsoft Office. In addition, employers expect candidates to demonstrate problem solving skills, attention to detail, flexibility, and the ability to build positive relationships with candidates, clients, and colleagues. These shared requirements demonstrate that successful HR and recruitment professionals need both technical knowledge and strong interpersonal skills.
Assessment of One Key Skill
One of the most important skills identified in both job advertisements is communication. Communication is essential throughout the recruitment and HR process because professionals interact with candidates, managers, clients, and colleagues daily. Clear communication helps to build professional relationships, reduce misunderstandings, and ensure recruitment activities are completed efficiently.
I believe communication is one of my strongest skills because of my previous experience as a Recruitment Assistant. In that role, I regularly contacted candidates, arranged interviews, responded to enquiries, and worked closely with consultants to ensure recruitment activities ran smoothly. In my future career within HR, I will continue to develop this skill by communicating professionally with employees and managers, providing excellent customer service, and supporting recruitment activities. Strong communication will enable me to build trust, resolve issues effectively, and contribute to a positive working environment.


Task B
Self-Assessment (SWOT Analysis)
Strengths
One of my greatest strengths is my communication skills. During my previous role as a Recruitment Assistant, I communicated daily with candidates, clients, and colleagues by telephone, email, and face to face. I arranged interviews, answered enquiries, updated candidates on their application progress, and ensured they had a positive recruitment experience. These responsibilities improved my confidence and allowed me to develop professional communication skills that are essential within HR and recruitment.
Another strength is my organisational ability. Working in recruitment required me to manage several tasks at the same time, including updating candidate records, arranging interviews, maintaining confidential information, and meeting deadlines. In my current role as a Warehouse Operative, I continue to demonstrate good organisational skills by completing tasks efficiently while working in a busy environment. Being organised helps me manage my workload effectively and maintain a high standard of work.
Weaknesses
Although I have gained valuable experience, I recognise that there are areas where I need further development. One weakness is my limited knowledge of UK employment law and advanced HR policies. While I understand the basic recruitment process, I need to improve my knowledge of employment legislation, equality and diversity, employee relations, and HR compliance. Developing this knowledge will increase my confidence and allow me to perform more effectively in an HR role.
Another weakness is my confidence when speaking in formal meetings or delivering presentations. I am comfortable communicating with individuals and small groups, but I sometimes become nervous when presenting information to larger audiences. This lack of confidence could affect my ability to lead meetings or deliver training sessions in the future. I plan to improve this skill by taking every opportunity to practice presentations during my university studies and future employment.
I also believe I need to improve my advanced Microsoft Excel skills. HR professionals frequently use Excel to analyse recruitment data, prepare reports, and monitor employee information. Developing stronger Excel skills will improve my efficiency and prepare me for more advanced HR responsibilities.
Opportunities
There are several opportunities available that will support my career development. My Business Management degree provides knowledge of human resource management, leadership, organisational behaviour, and business operations. The knowledge gained from my studies complements my practical work experience and improves my understanding of how organisations operate.
There are also many professional development opportunities available through online courses, workshops, webinars, and professional organisations such as the Chartered Institute of Personnel and Development (CIPD). Completing additional HR training and eventually gaining a CIPD qualification will strengthen my professional knowledge and improve my employability within the HR sector.
My previous recruitment experience provides a strong foundation for future career progression. By applying for HR Assistant or Recruitment Resourcer roles, I can continue building practical experience while developing new skills. Networking through LinkedIn, attending recruitment events, and seeking advice from experienced HR professionals will also create valuable career opportunities.
Threats
There are several external factors that could influence my career progression. Competition for HR and recruitment positions is high, and many employers prefer candidates with professional qualifications and several years of experience. To remain competitive, I will need to continue developing my skills and gaining relevant qualifications.
Economic conditions may also affect employment opportunities. During periods of economic uncertainty, organisations often reduce recruitment activity, resulting in fewer vacancies. This means I must remain flexible and continue developing transferable skills that can be applied across different industries.
Another potential threat is the rapid development of technology within recruitment and HR. Many organisations now use Applicant Tracking Systems (ATS), artificial intelligence, and HR software to improve recruitment processes. To remain competitive, I will need to continue improving my digital skills and stay up to date with technological developments within the profession.
Evidence of Readiness for Employability and Personal Advancement
My work experience demonstrates that I am prepared for future employment within the HR and recruitment profession. As a Recruitment Assistant, I gained practical experience in candidate sourcing, recruitment administration, interview coordination, customer service, and maintaining confidential information. These responsibilities strengthened my communication, organisational, and relationship building skills while providing valuable insight into recruitment processes.
My current role as a Warehouse Operative has further developed my teamwork, reliability, time management, and ability to work effectively under pressure. Working in a busy warehouse has taught me the importance of accuracy, flexibility, and meeting deadlines. These transferable skills are valuable in any professional working environment, including HR.
My previous experience as a Security Officer also strengthened my professionalism, problem-solving ability, conflict management, and confidence when dealing with different people and challenging situations. These experiences have improved my ability to remain calm under pressure and communicate effectively with others.
Alongside my employment, studying Business Management has developed my academic knowledge of leadership, business management, human resource management, and organisational behaviour. Completing assignments, conducting research, and working on group activities have improved my critical thinking, time management, and written communication skills. Feedback from tutors has encouraged me to continue developing academically, while positive feedback from managers and colleagues has highlighted my reliability, willingness to learn, and positive attitude. These experiences provide strong evidence that I am ready to continue developing professionally and achieve my goal of building a successful career within human resources and recruitment.





Task 3
Employment Goals and Personal Development Plan
Employment Goals
Based on my SWOT analysis, I have identified several employment goals that will help me overcome my weaknesses and achieve my long-term career ambitions within the human resources and recruitment profession.
My short term goal is to secure a full time position as a Recruitment Resourcer or HR Assistant after completing my Business Management degree. This role will allow me to gain further practical experience in recruitment, employee administration, and candidate management. During this period, I also plan to improve my knowledge of UK employment law and HR policies by completing online training courses and attending professional development workshops. In addition, I aim to improve my confidence when speaking in meetings and delivering presentations by participating in group discussions and volunteering to present during university assignments.
My long term goal is to become an HR Advisor or Recruitment Consultant with increased responsibility for recruitment strategy, employee relations, and talent management. I also intend to complete a Chartered Institute of Personnel and Development (CIPD) qualification to strengthen my professional knowledge and improve my career progression. Achieving these goals will enable me to contribute more effectively to organisational success while supporting employees throughout the recruitment and employment lifecycle.
These goals are important because they align with my ambition to build a successful career within human resources. My previous experience as a Recruitment Assistant, together with my current work experience and university studies, has confirmed my interest in this profession. By continuing to develop my knowledge, communication skills, and confidence, I will become a more competent and effective HR professional who can adapt to changing workplace demands and provide a high standard of service to both employees and employers.

Personal Development Plan (PDP)
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Recruitment Resourcer

Posted a week ago by Talk Recruitment @ Quick apply ®
9 Coleshil, Warwickshire g2 TalkRecruitment

Quick Apply

Talk Recruitment Ltd — Coleshill (North Warwickshire / North Solihull - 8 mins from NEC)

Who we are

Were a family-run recruitment consultancy where people come first. We care about doing good work for clients and
candidates. We have a reputation for filling hard-to-fil roles and long-term client relationships.

We are expanding our delivery for repeat clients meaning a consistent flow of live roles and a real need for a dedicated
Resourcer who wants to focus on candidates and delivery.

No egos, no bravado — just a professional, supportive team environment.

The role in a sentence

Be the engine of delivery. You'l partner with a Recruitment Consultant who manages the client relationship. They provide you
signed-off roles; you focus on finding and qualifying the right people at pace.
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Your growth path

From day one you'll have a personalised development plan and structured training. You can specialise as a Resourcer and
progress to Senior Resourcer, or broaden into Recruitment Consultant with more client contact and an introduction of
business development duties. If leadership appeals, there's a route to Team Leader as you develop.

What we do

Founded in 2013, Talk Recruitment places white-collar executive professionals across Construction, Housebuilding and Civil
Engineering. Previous experience recruiting in this sector is not essential.

What you'll do

Run daily candidate interviews (phone/video; occasional in-person).

Profile & screen candidates; capture accurate notes in the CRM.

Write and post clear, compliant adverts.

Search our database, job boards and social networks to build targeted longlists.

Prepare CVs and shortlists; brief candidates and manage expectations.

Keep pipelines moving: schedule follow-ups, chase feedback, update records.

Spot potential client leads and hand them to the Consultant team.

Uphold our values: ethical, professional, personable—every interaction, every time.

Pitch in across a small team: flexible, patient, and diligent as we grow.
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What you'll bring

12+ months as a Resourcer or Recruitment Consultant.

Strong communication skills: phone, video, email and concise written notes.
Comfortable on the phone: yes we said it twice because it's a big part of what we do.

Calm under time pressure; able to juggle priorities without dropping standards.

Curiosity about roles and sectors; you ask good questions and listen well.

Tidy CRM habits and respect for process—because accuracy wins.
« Resilience and a practical, solutions-first approach.

Adesire to improve and grow in your role.

Where you'll work

Chantry House, Coleshill—a landmark building with modern offices and free parking. Town-centre amenities on the doorstep
(shops, gym, hairdressers, restaurants) and a Costa opposite. Easy access to M6, M6 Toll, M42, plus a bus stop right outside.

Pay and benefits

Competitive salary + commission

25 days’ holiday, rising to 30 with service (plus bank holidays)
Birthday and Christmas Eve off

Early finish Fridays (4pm)

Pension and additional company benefits & rewards

Hybrid option: 1 day per week based on performance

Clear training and development plan from day one

Why this role matters

Our clients trust us with roles that need care and pace. Your work keeps searches on track, improves candidate experience,
and protects our reputation. Do this well and you'l see the impact in filled jobs, happy clients, and your own progression.
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Why this role matters

Our clients trust us with roles that need care and pace. Your work keeps searches on track, improves candidate experience,
and protects our reputation. Do this well and youl see the impact in filled jobs, happy clients, and your own progression.

How to apply

Please send your CV and a short note on why this suits you. If we haven't replied within 5 working days, please assume we're
progressing with other candidates this time.

Join Talk Recruitment. Do focused work in a team that backs you—and build a career with options.

Quick Apply

Type: Permanent Start Date: asap
Contract Length: N/A Contact Name: Login or register to view
Telephone: Login or register to view Job Reference: REC-RS-WM50

Job ID: 225056770

Remember: You should never send money to a prospective employer or disclose any financial information. Should you encounter any job listings
requesting payments or financial details, please reach out to us immediately. For further guidance, visit jobsaware.co.uk.

Save Print Share
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InstaStaff are currently recruiting for a HR & Office Administrator to join a retail company based in
Birmingham.

You will be based in the office full time, Monday - Friday 8am — 5.30pm, the office is a modern, high-level
hotel like office, with bars, restaurants, onsite gym and break out areas.

You will be required to support executive and leadership activity, alongside the smooth running of HR
administration, recruitment coordination and day-to-day office operations.

This role will act as a central coordination point for people administration, executive support and office
organisation. The successful candidate will work closely with the leadership team while coordinating the
employee lifecycle and recruitment activity, ensuring HR processes, records and documentation remain

organised and compliant.
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The role combines HR administration, recruitment coordination, executive support and office
management, making it ideal for someone who enjoys working across multiple areas of a fast-moving
business.

Duties of the HR & Office Administrator will be broken down into 5 areas, and will include:
Executive Leadership Support

« Coordinating leadership meetings and preparing documentation, ensuring effective structure and
follow-through

« Supporting diary coordination and scheduling where required

« Preparing reports, presentations or documentation for internal meetings

« Tracking and following up on actions from leadership meetings

« Supporting internal projects requiring administrative coordination

« Assisting with travel coordination or meeting logistics when required

« Supporting the prioritisation and coordination of leadership activity where needed

Recruitment Support

« Coordinating interviews and managing candidate scheduling

« Supporting communication with candidates throughout the recruitment process
« Maintaining recruitment trackers and candidate documentation

« Preparing offer documentation and onboarding paperwork

o Coordinatinﬁ recruitment activitx across muItiEIe roles. ensurinﬁ timelx and accurate deliverx
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* Assisting with preparation for assessment days and interview processes
HR Administration

« Preparing employment contracts, offer letters and HR documentation

« Coordinating onboarding processes for new starters

« Maintaining employee records within HR systems, ensuring accuracy, completeness and audit
readiness

« Supporting right-to-work checks and compliance documentation

« Preparing HR correspondence and documentation

« Supporting absence management administration and documentation

« Assisting with HR reporting and record keeping

« Supporting employee lifecycle administration, including starters, changes and leavers

HR Audit & Compliance Support

Maintaining HR file audit trackers
Ensuring personnel files contain required documentation and meet internal documentation

standards and audit requirements
Supporting periodic HR audits
Following up with managers where documentation is missing

Office Operations
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Overseeing day-to-day office supply management, including consumables ordering

Manage outgoing post and ensure items are sent accurately and on time

Coordinating meeting room bookings and office organisation

Assisting with new starter desk setups and equipment coordination

Supporting internal initiatives, events and office activities

Assisting with general office administration and facilities coordination

Coordinate and support onsite meetings and events, including board meetings and external visits

The ideal HR & Office Administrator will have:

« Experience within a similar role

« Experience supporting recruitment processes or coordinating interviews and candidate
communication

« Comfortable supporting senior leaders with meeting coordination, documentation and general
administrative support

« Strong IT skills including Microsoft Office (Word, Excel, Outlook) and general business systems

The hours of work for the HR & Office Administrator will be Monday - Friday 8am — 5.30pm
The salary for the HR & Office Administrator will be circa £35,000

Benefits include 33 days holiday (with option to buy up to 5 additional days) . Onsite Gym, Ongoing training
and development support, Health and wellbeing programme and Employee discount




