

[image: Text

Description automatically generated]

Managing Enterprise in the 21st Century


Business Plan

D’Souza Consultancy
Administrative Support & Personalised Solutions










Student Name: Martha Andrade Souza Carvalho Assis
Student number: 2440395
Submission Date: 30/03/2026
Lecturer: Charles Oham






















Table of Contents

Executive Summary	4
Business Concept	5
Business Description / Product Description	5
Business Objectives (SMART Objectives)	5
Short-Term Objectives (less than a year)	5
Long-Term Objectives (less than a year)	5
Market Analysis and Marketing Plan	6
Market Analysis (Competitors, Customers, Target Groups)	6
PESTEL Analysis	7
SWOT Analysis	7
Management Team	8
Management Team and Their Background	8
Organisational Chart	10
Key Milestones	10
Financial Plan (One Year)	11
Sources of Finance	11
Cash Flow Forecast	11
Sales Forecast	12
Cost of Production Forecast	12
Break Even Analysis	12
Reference List	14
Appendices:	15





[bookmark: _Toc120719591]


Executive Summary

My consultancy supports Portuguese-speaking immigrants by simplifying UK legal and administrative processes. My approach is affordable, culturally sensitive, and focused on empowering individuals and families to manage their tasks with confidence. The business requires approximately £500 - £1000 in start-up funds for marketing, software, and operational setup.
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[bookmark: _Toc120719595]D’Souza Consultancy provides affordable, personalised administrative support for immigrants, especially Portuguese speakers, helping with translation, forms, documents, letters, appointments, and guidance through UK systems. Operating from a home office keeps cost low, supported by digital tools and a small start-up budget of £500-£1000 for marketing and essential software. Clients are reached through community groups, social media, and referrals. The service delivers fast, clear, and culturally sensitive support that helps clients complete essential tasks confidently.

Business Objectives (SMART Objectives)

[bookmark: _Toc120719596]Short-Term Objectives (less than a year)

1. Launch the consultancy within three months: setting up digital tools, service lists, and online presence.
2. Attract at least 30 paying clients through community outreach and high-quality services. 
3. Maintain 90% + client satisfaction through regular feedback and improvements.
4. Generate a minimum of £3000 in revenue through affordable and reliable services.

[bookmark: _Toc120719597]Long-Term Objectives (More than a year)

1. Grow to 120 recurring clients through strong community partnerships and consistent service quality.
2. develop two new services packages such as workshops, digital guides, or specialised support bundles.
3. Establish a dedicated workspace outside the home, allowing for in-person appointments.
4. Build a strong online presence with 3000 followers across social platforms.
5. Achieve annual revenue of £10.000 - £15.000 through a combination of core services, repeat clients, and expanded offerings.
6. Form three strategic partnerships with community organizations, schools, or local businesses to increase referrals.
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Market Analysis and Marketing Plan
[bookmark: _Toc120719599]
Market Analysis (Competitors, Customers, Target Groups)

Competitors
The main competitors are Citizen Advice, local councils, and charities that offer general support but have long waits and no personalised, language-specific help. Some independent advisors exist, but many lack cultural understanding or consistency. My consultancy stands out by offering fast, personalised, bilingual support specifically for the Portuguese-speaking community.
Customers
My customers are individuals and families who struggle with UK administrative and legal processes due to language barriers or lack of confidence. They need help with forms, documents, letters, appointments, and understanding official procedures. They value clear explanations, trust, affordability, and bilingual support.
Target Groups
The primary target group is the Portuguese-speaking community in the UK, who struggle with administrative processes. Secondary groups include newcomers and long-term residents who needs help with complex tasks. The consultancy provides reliable, culturally aware guidance to help them complete procedures confidently.

Marketing Plan

The business will promote services mainly through social media with simple explanations, success stories, and low-cost ads. It will engage with the Portuguese-speaking community through local groups, churches, associations, and events. Word-of-mouth and referrals will be encouraged with small incentives. A clear online presence and WhatsApp Business will support easy communication.
The core message focuses on clarity, trust, bilingual support, affordability, and helping clients feel confident with UK processes. Pricing will be transparent and budget-friendly, with occasional promotions. Customer retention will include follow-ups, simple client records, loyalty benefits, and updates on UK changes. The first-year marketing budget is £320 - £550. Success will be measured by new clients, social media engagement, referrals, satisfaction, and revenue growth.
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Find the PESTLE Analysis table on Appendix page 15.
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Strengths
· Personalised, bilingual support that makes complex UK processes easier for clients.
· Low operating costs due to home‑based setup and digital service delivery.
Weaknesses
· Limited capacity as a solo consultant, which may restrict the number of clients served.
· Reliance on self-promotion and community networks to build initial visibility.
Opportunities
· Growing demand for support among immigrants who struggle with digital and administrative systems.
· Potential to expand services into workshops, guides, or partnerships with community organisations.
Threats
· Free or low-cost services from charities and public organisations may reduce demand.
· Changes in immigration laws or government systems could affect the type of support clients need.

Marketing Mix (4 Ps)

Product
· Administrative support: translations, form-filling, document preparation, guidance.
· Personalised, bilingual service tailored to immigrant needs. 
· Delivered online or in person for accessibility. 
Price
· Affordable fixed fees for common tasks.
· Hourly rates for complex services.
· Transparent pricing to build trust. 
Place
· Home – based consultancy using digital tools. 
· Online delivery across the UK; in-person locally.
· Easy communication via WhatsApp, email, and video calls.
Promotion
· Social media and community networks.
· Partnerships with local organisations and cultural groups.
· Word-of-mouth referrals and client testimonials.
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The consultancy is fully managed and delivered by the founder, Martha Andrade Assis, using a simple and efficient structure that supports fast decisions, direct communication, and personalised service. External specialists, such as accountants or designers, are only brought in when needed. 
Organisational Structure: 
· Owner/Consultant – Martha Andrade Assis 
· External Support (as needed) – Accountant, IT support, marketing design.

Owner / Consultant
· Delivers all clients services (translation, form filling, document preparation, guidance) and manages all communication, appointments, and follow-up. 
· Ensures service quality and confidentiality. 
Operations & Administration
· Manages scheduling, records, and maintenance of digital tools and communication systems.
Marketing & Community Engagement
· Promotes the consultancy through social media, community groups and referrals, and creates simple educational content.
Finance 
· Handles invoicing, payments, budgeting and financial tracking.  Handles invoicing, payments, budgeting, financial tracking.
Business Development
· Identifies growth opportunities, partnerships, and service improvements based on client feedback. 
Legal Format of the Business: Sole Trader
The consultancy will operate as a sole trader, the simplest UK business structure, where the owner personally runs the business and is legally responsible for all operations and finances.
Why This Structure Was Chosen:
· Simple and low‑cost: Easy to set up with minimal paperwork, keeping start‑up and operating costs low.
· Flexible and fully controlled: Gives full control over decisions and services, with the freedom to adapt or grow without complex legal processes.
Advantages:
· Full control over the business, simple finances, and low start‑up costs.
· Direct client relationships that help build trust and loyalty.
Disadvantages:
· Unlimited personal liability and limited capacity for growth.
· Some clients may prefer working with limited companies.
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Find Organisational Chart on Appendix page 16
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1st Month: Complete Business Setup
Specific:
Set up the consultancy’s core foundations, including legal registration, service list, and pricing.
Measurable:
Complete 5 setup tasks: register as a sole trader, set up WhatsApp Business/email, and design 3 marketing materials.
Achievable:
All tasks can be completed using free or low‑cost tools.
Relevant:
These steps establish the operational and marketing base needed to start attracting clients.
Time‑Bound:
by the end of Month 1.
2nd Month: Launch Initial Marketing and First Client Enquiries
Specific:
Promoting the consultancy through social media and community groups to generate visibility.
Measurable:
Publish 4 informational posts, join 3 community groups, and receive at least 5 enquiries by the end of the month.
Achievable:
Can be completed using free platforms (Facebook, WhatsApp, Instagram).
Relevant:
Building early visibility is essential for attracting the first clients and establishing the consultancy in the community.
Time‑Bound:
by the end of Month 2.
3rd Month: Secure First Paying Clients and Improve Service Delivery
Specific:
Begin serving paying clients and refine the service process based on early feedback.
Measurable:
Gain 3–5 paying clients and create 2 small service improvements such as templates and clear instructions.
Achievable:
Client numbers are realistic for an early‑stage consultancy, and improvements require only simple adjustments to existing materials.
Relevant:
Securing first clients and improving the service experience are essential steps toward building a stable client base.
Time‑Bound:
by the end of Month 3.
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The consultancy requires very low start‑up investment, so funding will come from simple, low‑risk sources. Personal savings will provide the initial capital needed for marketing, software subscriptions, and basic equipment. As the business begins operating, early income will be reinvested to support growth, allowing the consultancy to expand without loans or external investors, keeping financial risk minimal.
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A cash flow forecast shows money coming in and out each month. For a small consultancy, the main inflows are client payments: outflows include software, marketing, phone and equipment. 
Find table 3 in the Appendix on page 17.
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Sales Forecast

The sales forecast shows steady, realistic growth across the year, starting slowly as the consultancy builds visibility and increasing each quarter as marketing, referrals, and community engagement strengthen, By the final quarter, the business reaches its highest revenue, reflecting a more established and trusted client base. 
Find Table 4 in the Appendix on page 18.

[bookmark: _Toc120719611]Cost of Production Forecast

The consultancy has very low production costs, mainly limited to essential software, communication tools, and small variable expenses, allowing the business to operate efficiently and maintain strong profit margins.
Find Table 5 in the Appendix on page 19.
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Break-even shows how many clients my business needs to cover all the costs.
Assumptions:
Average income per client: £20 - £30 
Annual costs: £600 - £1,020

Break-even result: 
The consultancy needs approximately:
20 – 34 clients per year to cover all costs.
This equals 2-3 clients per month
The consultancy has low costs and low risk. With 2-3 clients per month, will break even. With 4-6 clients per month, the business starts generating profit and can reinvest to grow steadily.
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Table 1 : PESTLE Analysis

	Factor
	Summary

	Political
	Frequent changes in Uk immigration and administrative policies increase demand for guidance. 

Public services have delays and limited availability, pushing clients to seek private support.

	Economic
	Many immigrants have low or unstable income, so affordable services are essential. 

Low start‑up costs allow the consultancy to operate sustainably from home

	Social
	The Portuguese‑speaking community in the UK continues to grow and often needs help with documents and official processes. 

Language barriers and low confidence create strong demand for personalised support

	Technological
	UK services are increasingly digital, and many clients struggle with online forms and uploads. 

Digital tools allow efficient remote appointments and document sharing

	Legal
	Clients must comply with UK laws on immigration, employment, benefits, and housing, increasing the need for accurate guidance. 

The consultancy must follow GDPR when handling personal data

	Environmental
	Operating from home reduces travel and paper use. 

Digital communication and online document handling minimise environmental impact.





	


Table 2: Organisational Chart 

Business owner
(Martha Andrade)




Admin & Client Services
(Martha Andrade
External Finance/ Accountant 
(as required)
External Legal Assistance 
(as Required)



External Marketing Support 
(as required)
























Table 3: Cash Flow Forecast 

	Month
	Fixed Costs (£)
	Variable Costs (£)
	Total Costs (£)
	Revenue (£)
	Profit/Loss (£)

	Jan
	150
	50
	200
	0
	-200

	Feb
	150
	40
	190
	150
	-40

	Mar
	150
	60
	210
	300
	+90

	Apr
	150
	70
	220
	350
	+130

	May
	150
	80
	230
	400
	+170

	Jun
	150
	90
	240
	450
	+210

	Jul
	150
	100
	250
	500
	+250

	Aug
	150
	100
	250
	520
	+270

	Sep
	150
	110
	260
	550
	+290

	Oct
	150
	120
	270
	600
	+330

	Nov
	150
	120
	270
	650
	+380

	Dec
	150
	130
	280
	700
	+420

























Table 4: Sales Forecast 
	Quarter
	Estimated Clients
	Estimated Revenue (£)

	Jan – Mar
	7
	280

	Apr – Jun
	27
	1,080

	Jul – Sep 
	39
	1,560

	Oct – Dec
	49
	1,960

	Total (year)
	122
	4,880



· Average service price: £40 per client 


























Table 5: Cost of Production – Fixed Costs (per month).
	Item – fixed cost
	Monthly cost (£)

	Internet
	35

	Mobile phone plan
	20

	Software subscription
	25

	Accounting tools
	15

	Marketing tools
	20

	Contingency
	25

	
	

	Total
	140



Variable Costs (Annual)
	Item 
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec

	Materials
	10
	8
	12
	15
	15
	18
	20
	20
	22
	25
	25
	28

	Stationery
	5
	5
	6
	6
	7
	7
	8
	8
	9
	10
	10
	10

	Travel Expenses
	15
	12
	18
	25
	30
	35
	40
	40
	45
	50
	50
	55

	Miscellaneous
	5
	3
	6
	4
	4
	3
	0
	0
	0
	0
	0
	0

	Total (£)
	35
	28
	42
	50
	56
	63
	68
	68
	76
	85
	85
	93
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