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[bookmark: _heading=h.59ya3kggkw9t]Element 1: Career Sector Investigation
[bookmark: _heading=h.mggsrmdj2l1v]1.1 My Chosen Sector or Business Area
I chose property maintenance for my career study because I have always preferred practical work where I can use my hands and fix everyday problems. Growing up, I was always helping out around the house, whether it was fixing broken cupboard hinges, painting spare rooms, or helping family members patch up garden fences. My uncle once showed me how to fix a leaking outdoor tap, and seeing how a simple fix made such a big difference made me realize how useful these practical skills are. Keeping homes and local buildings in good shape is something every community needs. My long-term goal is to gain hands-on experience in the trade and eventually run my own local maintenance business in Swansea.
[bookmark: _heading=h.yha54qohv325]1.2 Business Research
Property maintenance is all about keeping residential and commercial buildings safe, functional, and well-maintained. Day to day, maintenance technicians deal with tasks like fixing leaky pipes, replacing light fittings, painting walls, repairing doors, and carrying out routine safety checks. People in this line of work can be employed by local housing associations, schools, office managers, or work for themselves as sole traders. Because maintenance workers spend so much time on site checking properties, they are usually the first ones to notice early signs of trouble—like damp patches, loose handrails, or minor water leaks—before they turn into expensive structural repairs.
[bookmark: _heading=h.fx722jscbr3f]1.3 Skills, Qualities, and Attributes Valued by Employers
To do well in property maintenance, you need a mix of technical ability and good personal habits:
· Clear Communication: Being able to explain a repair job simply to a tenant or property owner helps build trust and keeps everyone on the same page.
· Practical Problem-Solving: Looking at a broken fitting, figuring out what went wrong, and choosing the safest way to fix it without wasting time or materials.
· Good Time Management: Keeping to daily schedules so urgent jobs get sorted quickly and tenants aren't left waiting around all day.
· Focus on Safety: Wearing proper protective equipment, keeping tools in good working order, and cleaning up the work area so nobody gets hurt.
[bookmark: _heading=h.70dhbda1dgvy]1.4 Current Trends Affecting the Sector
A few major trends are changing how property maintenance works today:
· Online Reporting: Tenants now use phone apps to report repair requests and upload photos of broken items directly to management software.
· Greener Materials: Property management firms are shifting toward eco-friendly products, like long-lasting LED lighting, draught-proofing, water-saving taps, and non-toxic paints.
· Lack of Skilled Workers: Many local firms are finding it hard to recruit reliable staff who have a good mix of basic trade skills and safe working habits.
· Digital Tools and Challenges: While digital booking systems speed up admin work, software glitches can cause delays, meaning direct phone calls and practical teamwork are still essential on the ground.
[bookmark: _heading=h.v2hiq1zgdm52]1.5 Personal Career Fit
Fixing things gives me real job satisfaction because you can see the direct result of your hard work right away. Combining my degree studies with practical trade training will give me the technical knowledge, practical confidence, and business understanding I need to run my own company down the road. I am fully committed to working hard to achieve this goal and serve the local community.
(Element 1 Word Count: ~505 words)
[bookmark: _heading=h.pdrz7z532a9y]Element 2: Skills Audit and Professional Development Plan
[bookmark: _heading=h.s54elgq7mtz0]2.1 Personal SWOT Analysis
[bookmark: _heading=h.y4o1uz74jfra]STRENGTHS
· Highly motivated to learn practical trade skills and build my own local maintenance business.
· Practical mindset and naturally good at figuring out how mechanical items work when repairing them.
· Friendly, polite, and approachable style when talking to tenants and site customers.
[bookmark: _heading=h.pni7z3u3ryeg]WEAKNESSES / AREAS FOR DEVELOPMENT
· Need to get better at saying no or charging fairly when customers ask for extra jobs on the spot.
· Can feel stressed when a planned daily route gets disrupted by sudden emergency maintenance calls.
· Building up better physical stamina for heavy lifting and working long, physically demanding days on site.
[bookmark: _heading=h.uqc7p4jgsb0i]OPPORTUNITIES
· Taking extra evening courses in basic plumbing, heating, and electrical safety certificates.
· Offering green upgrade options like draught-proofing and water-saving fittings to local clients.
· Learning basic accounting and bookkeeping software to keep accurate track of job costs and invoices.
[bookmark: _heading=h.7ggywifdoir8]THREATS / CHALLENGES
· Plenty of established handymen and self-employed contractors already working in the local Swansea area.
· Risk of minor workplace injuries from power tools, sharp materials, or working at height on ladders.
· Fluctuating market prices for basic building supplies like wood, copper pipes, and hardware.
Having a strong work ethic and good communication skills provides a great foundation because clients want tradespeople they can trust inside their properties. However, learning how to handle business finances and manage sudden schedule changes will be crucial if I want to run a successful business without getting overwhelmed.
[bookmark: _heading=h.wfiadli7nnq4]2.2 Emotional Intelligence and Professional Behaviour
Keeping a cool head is vital in maintenance work. If a pipe bursts or a tenant is upset about a repair delay, getting stressed only makes things worse. Staying calm helps me assess the job safely and reassure the person living there. In my previous transport jobs, keeping a warm, composed tone helped ease tense situations with the public, and I carry that same approach onto the work site every day.
[bookmark: _heading=h.x3ltokh4xoqy]2.3 Applying Theories or Models
[bookmark: _heading=h.qlalvrh5bkla]Model 1: Gibbs’ Reflective Cycle (1988)
Gibbs created a six-step model (Description, Feelings, Evaluation, Analysis, Conclusion, and Action Plan) to help people learn systematically from past experiences. The first time I tried a multi-step repair job, I felt eager to get stuck in but nervous about making a mistake. Thinking back on that taught me that while having enthusiasm is great, getting proper instruction on safety rules and tool handling is what actually keeps you and the property safe.
[bookmark: _heading=h.lr40e152jw7z]Model 2: Goleman’s Emotional Intelligence Model (1995)
Goleman outlines key areas of emotional awareness, including empathy, self-control, and social skills:
· Empathy: Helping me understand how frustrating it is for a tenant when something breaks down in their home.
· Self-Control: Helping me stay patient when a fix turns out to be trickier than expected.
· Social Skills: Allowing me to speak respectfully to property managers, team members, and clients.
[bookmark: _heading=h.ji6jgv7fa2f3]2.4 SMART Development Goal
· Specific: Manage workplace stress better, pick up core plumbing and electrical repair techniques, and learn basic bookkeeping for trade businesses.
· Measurable: Pass my current university modules and earn introductory trade safety cards within the next academic year.
· Achievable: Keep up with my classes at UWTSD, attend practical workshops, and outline a simple business plan step by step.
· Relevant: Trade skills ensure quality work on site, while bookkeeping skills keep the business financially sound.
· Time-bound: Complete my training modules and have a working business draft ready within 2 to 3 years.
(Element 2 Word Count: ~515 words)
[bookmark: _heading=h.5adwg5tgr1sy]Element 3: Recruitment Application Pack
[bookmark: _heading=h.x3qss2kqdhj3]3.1 My Selected Job Role
· Job Title: Trainee Maintenance Assistant / Estate Caretaker
· Organisation: Coastal Housing Group
· Location: Swansea, United Kingdom
· Where the vacancy was found: Indeed Jobs
· Job Role URL: https://www.indeed.com/viewjob?jk=example_coastal_housing_swansea
[bookmark: _heading=h.q8jr3ctkjtr8]3.2 Curriculum Vitae (CV)
Michael Honey
117 Heol Gwyrosydd, Penlan, Swansea, SA1 7BX
Email: mikejhoney77@gmail.com | Tel: 07812 340184
[bookmark: _heading=h.tmpjzlltlhri]Personal Summary
I am a dependable, practical, and hard-working individual with strong customer service experience, safety training, and hands-on problem-solving skills. Proven ability to interact politely with members of the public, listen carefully to customer needs, and  maintain a safe, clean working environment. Currently studying at university while building up practical trade skills, seeking an entry-level Trainee Maintenance Assistant role to launch a long-term career in property upkeep and facility care.
[bookmark: _heading=h.ic07tdqsj8uv]Key Skills & Competencies
· Practical Repair Work: Safe handling of basic power and hand tools, assembling fittings, and executing routine home maintenance tasks.
· Health & Safety Focus: Maintaining clear work sites, correct usage of Personal Protective Equipment (PPE), and strict compliance with safety guidelines.
· Customer Communication: Excellent face-to-face service skills, active listening, and a professional, polite telephone manner.
· Time & Task Management: Planning daily assignments effectively, arriving on time for appointments, and working efficiently under pressure.
· Composure & Adaptability: Remaining calm, patient, and productive when daily schedules are interrupted by unexpected job requests.
[bookmark: _heading=h.1bh47hgws1rq]Work Experience
Train Management Assistant | First Great Western (Swansea)
· Assisted passengers, addressed customer inquiries, and conducted routine safety checks across busy passenger train services.
· Maintained precise daily logs, handled ticket transactions accurately, and helped ensure services ran on time.
· Interacted directly with hundreds of customers daily in a courteous, clear, and supportive manner.
· Remained patient and professional during unexpected travel delays, busy peak hours, and shift changes.
· Inspected emergency equipment regularly to guarantee strict compliance with health and safety regulations.
[bookmark: _heading=h.upmakztgbigu]Education & Qualifications
· Higher Education (Current): Degree Studies, University of Wales Trinity Saint David (UWTSD)- CertHe Business Skills.
· Certificates: Manual Handling Certification, Health & Safety at Work, First Aid Basics
· Secondary Education: 6 GCSEs (Grades A*–C) including Mathematics and English
[bookmark: _heading=h.hv868ftsp3r9]Key Strengths
· Reliable attendance record and strong personal work ethic.
· Enthusiastic about learning new mechanical and trade skills on site.
· Strong team player who follows instructions carefully.
 Interests
· Event organiser and fundraising for local Cancer Organisations.
· Thai boxing instructor at WPT Gym where i hold a 2nd dan black belt.
· Travelling and spending quality time with my family.
· Currently learning to play the guitar.      
[bookmark: _heading=h.1hdhc6ucfryx]References
Available upon request.
[bookmark: _heading=h.cr098prxhq9d]3.3 Cover Letter
Michael Honey
117 Heol Gwyrosydd
Penlan
Swansea
SA1 7BX
Email: mikejhoney77@gmail.com
Hiring Team
Coastal Housing Group
220 High Street
Swansea
SA1 1NW
Dear Hiring Team,
Re: Application for Trainee Maintenance Assistant / Estate Caretaker
I am writing to express my strong interest in applying for the Trainee Maintenance Assistant role at Coastal Housing Group. Having followed the positive impact of your housing management in the Swansea area, I am eager to bring my practical work ethic, strong customer service background, safety mindset, and reliable nature to your maintenance team.
Working in public transport with First Great Western taught me a great deal about dealing with diverse groups of people in busy, fast-paced environments. That experience demonstrated how important it is to remain patient, pay close attention to safety rules, and keep a calm demeanor when unexpected issues arise. I am keen to transfer these exact qualities into property maintenance, helping tenants feel safe and respected while carrying out routine maintenance checks, minor repairs, and site cleanups.
I take great personal pride in being punctual, well-organized, and thorough in every task I undertake. I fully understand how essential it is to store tools securely, clean up debris after completing a job, and adhere strictly to health and safety standards to protect both workers and residents. I am always keen to listen, learn from senior maintenance technicians, and assist the broader team wherever needed.
Alongside my practical experience, I am currently continuing my degree studies at the University of Wales Trinity Saint David (UWTSD) while developing my knowledge of building care. I am genuinely excited about the prospect of learning from your experienced technicians, following Coastal Housing Group’s safety standards, and expanding my technical repair skills on the job.
Thank you for taking the time to consider my application. I would welcome the opportunity to attend an interview to discuss how my skills and positive attitude can benefit Coastal Housing Group.
Yours sincerely,
Michael Honey
[bookmark: _heading=h.f97rn43p6ri]3.4 LinkedIn Profile Text
· Professional Headline: Trainee Maintenance Assistant | Student at UWTSD | Dedicated to Property Care & Facility Maintenance
· Profile URL: www.linkedin.com/in/michael-honey-b21b5a409
[bookmark: _heading=h.adibf76xgowd]3.5 Application Rationale
I specifically tailored this recruitment pack to align directly with the core requirements housing providers look for when hiring an entry-level Trainee Maintenance Assistant. Employers in social housing prioritized practical skills, a proven safety record, clear customer communication, effective teamwork, and a calm approach when priorities shift.
On my CV, I made sure to show how my previous work experience in public transport connects directly to property maintenance work. Rather than simply listing basic daily duties, I highlighted transferable skills like conducting routine safety checks, dealing politely with the public, keeping clear activity logs, and adhering strictly to health and safety regulations. Placing my current university studies at UWTSD along with my core safety certificates right near the top of the CV demonstrates to potential employers that I am reliable, eager to learn, and serious about building a long-term career in facility upkeep.
In my cover letter, I explained how my practical background prepares me for the daily realities of site work. I made sure to emphasize that being patient, polite, and approachable helps reassure tenants when maintenance work is being carried out inside their homes. I also highlighted my personal commitment to maintaining a clean work environment, storing tools securely, and adhering strictly to site safety rules, proving to hiring managers that I handle workplace safety with genuine respect and responsibility.
Finally, I ensured my LinkedIn profile aligned seamlessly with my CV and cover letter so that my overall professional image remains consistent across all channels. Having a targeted headline gives estate managers a clear snapshot of my career goals and proves I possess the right professional attitude to succeed in an entry-level maintenance role.
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