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TASK 1 – JOB ADVERTS AND KEY SKILLS
For my future career, I chose two job adverts from the marketing industry. The first job is for a Communications and Marketing Assistant at Navigo, and the second one is for a Marketing Assistant. Both jobs were advertised on NHS Jobs. I chose these adverts because they are entry-level jobs and they would be suitable for someone like me who wants to start a career in marketing.
The Communications and Marketing Assistant job involves helping with social media, websites, online content and marketing campaigns. The person applying for this job needs to be creative, organised and confident when using digital platforms. They also need good written communication skills because they may have to write social media posts, emails and website content. Being able to work as part of a team is also important.
The second job, Marketing Assistant, involves checking social media engagement, following online trends, replying to questions and helping to prepare reports. The employer is looking for someone with good communication, customer service and time-management skills. The person also needs to pay attention to detail and understand how social media and digital marketing work.
There are many similar skills mentioned in both adverts. These include communication, organisation, teamwork, creativity, social media knowledge and the ability to understand customers. Both employers want someone who can communicate in a professional way and complete different tasks on time. The adverts also show that marketing is not only about creating nice pictures or social media posts. A marketing employee must understand what customers want and create content that is suitable for them.
One of the main skills I would use in a future marketing job is communication. I would need it when writing captions, emails, website information and adverts. Before creating content, I would think about the people I am trying to reach and what I want them to do. For example, a social media post for young customers would be written differently from an email sent to another business.
I would make sure my writing is clear, check my spelling and follow the style of the company. I would also need to communicate with my colleagues, ask questions when I do not understand something and listen to their feedback. My experience in hospitality has already helped me improve this skill because I speak to different customers every day. I have learned how to listen, stay polite and explain information clearly. This experience could help me communicate with customers and colleagues in a marketing role.
TASK 2 – SELF-ASSESSMENT
SWOT ANALYSIS:
Strengths
My main strengths are communication, customer service, patience, teamwork, problem-solving and time management. I also learn new things quickly and can stay calm in a busy workplace. I have worked in hospitality for around three years, so I have experience speaking to customers, working with other people and dealing with difficult situations.
Weaknesses
My main weakness is that I do not have much professional marketing experience yet. I have studied marketing and business at university and worked on my own business ideas, but I have not worked in a real marketing department. I also need to improve my knowledge of marketing data and analytics. Another weakness is that I sometimes feel nervous when I must speak in front of a large group.

Opportunities
One of my opportunities is completing my Level 6 Business in the Workplace course. I can also use the support offered by my university, apply for internships and complete online marketing courses. There are many free or affordable courses available in digital marketing, Google Analytics, social media, Canva and SEO. I can also use my university work and personal business ideas to create a marketing portfolio.
Threats
One threat is that marketing jobs can be very competitive. Some people applying for the same jobs may already have marketing experience, internships or specialist qualifications. Social media and technology also change very quickly, so I will need to continue learning. Another threat is trying to balance university, work and my personal development at the same time.
MY STRENGTHS AND WEAKNESSES
I think communication is one of my strongest skills. Working in hospitality has taught me how to speak to many different types of people. During a normal shift, I welcome customers, answer questions, explain menu choices and sometimes handle complaints. I have learned that communication is about speaking. It is also about listening and making sure that I understand what the other person needs.
For example, if a customer is unhappy, I listen to the problem and try not to interrupt them. I then explain what I can do to help or ask a manager if I need support. This has taught me how to remain calm and professional even when another person is upset.
This skill would be useful in marketing because companies need to understand their customers. Comments, questions and complaints can help a company see what customers like and what needs to improve. My customer service experience would help me reply to people online and create content that is clear and helpful.
Another strength is my ability to stay organised. Restaurant work can become very busy, especially during weekends or special events. I may have several things to complete at the same time, so I have to decide what is most urgent. I also need to remember customer requests and communicate with my colleagues. This experience has improved my time management and has taught me how to work under pressure.
Organisation is also important in marketing because employees may have to manage social media posts, meetings, campaigns and deadlines at the same time. I believe my experience would help me manage these responsibilities and complete my work on time.
Teamwork is another skill that I have developed through hospitality. A restaurant cannot provide good service if the employees do not work together. The front-of-house team, kitchen staff and managers all have different responsibilities, but they need to communicate with each other. I have learned how to ask for help, offer support and share information with my colleagues. This would help me work with designers, managers and other marketing employees.
One weakness I have is my lack of direct marketing experience. I understand marketing ideas from university, but I have not had the chance to use all of them in a professional workplace. To improve this, I need to create a portfolio with examples of my work. This could include social media posts, customer profiles, branding ideas and example campaigns.
I also need to improve my knowledge of analytics. I understand basic results such as views, likes, clicks and engagement, but I would like to learn more about what these numbers mean. For example, if one post receives more engagement than another, I should be able to understand why and use that information when creating future content.
EVIDENCE OF MY READINESS FOR EMPLOYMENT
My university work is one example that shows I am getting ready for employment. During my Business in the Workplace course, I have completed research, reports, presentations and business projects. These assignments have helped me improve my writing, organisation and decision-making skills.
For example, in my work about Green Haven Florists, I had to identify the problems affecting the business. I used business tools such as 5W2H, PESTLE analysis and fishbone analysis. I then created an action plan with possible solutions. This showed that I can look at a business problem, understand what may be causing it and suggest ways to improve the situation.
I also completed work about Flight Foods Ltd. This helped me learn about communication, teamwork, staff training and risks in the workplace. It also showed me why employees need clear instructions and good support from managers. These assignments are useful for my future because marketing employees also need to research problems and explain their ideas clearly.
My work experience is another example of my readiness. Working in hospitality for around three years has taught me how to be reliable, arrive on time and behave professionally. I have learned how to follow instructions, deal with customers and complete my responsibilities during busy shifts. I have also learned when I can solve a problem myself and when I need to ask a manager for help.
My personal business ideas have also helped me develop useful skills. For my Sweet Moments candy bar idea, I thought about the target customers, prices, competition, branding and promotion. For Lumière Collective, my jewellery business idea, I worked on the name, logo, colours and social media content. These projects helped me understand how a business can attract customers and build its own style.
I have also researched Pinterest and affiliate marketing because I am interested in making money online. This helped me understand that online content should have a purpose. It should attract attention and encourage people to click a link, follow an account or buy a product.
I know that these projects are not the same as working for a real marketing company, but they show that I am interested in marketing and willing to learn by myself. I believe I am ready to apply for an assistant-level position because I have customer service experience, business knowledge and a strong interest in marketing.
TASK 3 – EMPLOYMENT GOALS AND PERSONAL DEVELOPMENT PLAN
My short-term goal is to find a job as a Marketing Assistant, Digital Marketing Assistant or Communications Assistant within six to twelve months of finishing my course. Before applying for many jobs, I want to complete at least two marketing courses and create a portfolio with three examples of my work.
This goal is important because it will help me deal with my lack of professional marketing experience. A portfolio will allow employers to see what I can do, even if I have not worked in a marketing department before.
My long-term goal is to become a Marketing Executive within three years. After gaining more experience, I would like to become a Marketing Manager within five to seven years. I would like to manage campaigns, make marketing plans and lead a small team. This career would allow me to use my creativity, communication and interest in business.
PERSONAL DEVELOPMENT PLAN
During the next three months, I will complete courses in Google Analytics and digital marketing. I will spend around three hours each week studying. I will measure my progress by completing two certificates and writing down the main things I learn.
Within four months, I will create a marketing portfolio with at least three projects. I will use Canva, my university assignments and my Sweet Moments and Lumière Collective ideas. Each project will include its target customer, purpose, example content and the ways I would measure its success.
To improve my confidence when presenting, I will practise one presentation every month for six months. I will record myself and ask friends, lecturers or colleagues for feedback. I will know I am improving if I rely less on my notes, speak more clearly and receive better feedback.
From the fourth month, I will start applying for entry-level marketing positions. I will use LinkedIn, job websites and my university careers service. I will aim to send five good applications each week instead of sending the same CV to every employer. I will keep a record of my applications, interviews and feedback.
At the end of every month, I will check my progress. If something is not working, I will change my plan and try a different method. Following this plan will help me improve my weaknesses and become more confident. My final aim is to use my business education and customer service experience to start a successful career in marketing.
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