[image: University of Wales Trinity Saint David launches new digital ...]
Module Name: Professional Career Development

Module Code: BMBS4005

Student Name: SOFYA BAGGASH

Student Number: 2543407

Lecturer: JEMMA SMITH

Deadline: Monday 26th October 2026 23.59PM



AI Acknowledgement
 I acknowledge the use of [AI tool name] ([AI tool URL]) on [date] to support [state purpose – e.g. research / proofreading / none].
Prompt(s) used (if applicable):
· 
I confirm that I have not presented any AI-generated text as my own work. I confirm that I have retained copies of drafts, notes, and resources used before and after the use of AI tools.

Contents
Element 1: Career Sector Investigation	3
1.1 My Chosen Sector or Business Area	3
1.2 Sector / Business Area Research	3
1.3 Skills, Qualities and Attributes Valued by Employers	3
1.4 Current Trends Affecting the Sector	3
1.5 Personal Career Fit	4
Element 2: Skills Audit and Professional Development Plan	5
2.1 Personal SWOT Analysis	5
2.2 Emotional Intelligence and Professional Behaviour	5
2.3 Applying Theories or Models	5
2.4 SMART Development Goal	6
Element 3: Recruitment Application Pack	7
3.1 Selected Job Role	7
3.2 Tailored Curriculum Vitae (CV)	7
3.3 Cover Letter	8
3.4 LinkedIn Profile	8
3.5 Application Rationale	8
Reference List	8


[bookmark: _Toc240379391]Element 1: Career Sector Investigation
[bookmark: _Toc240379392]1.1 My Chosen Sector or Business Area
My chosen career sector is management within the business and administration sector. I chose this area because I am interested in working with people, organising tasks and helping a team achieve its goals. I also want to develop my leadership and communication skills, because these are important for my future career. I am particularly interested in office management and team leadership. Studying business skills is helping me build my knowledge and confidence. In the future, I would also like to use what I learn to manage my own business.

[bookmark: _Toc240379393]1.2 Sector / Business Area Research
Business and administration includes different areas, such as administration, human resources and management. It offers career opportunities from entry level jobs to senior management positions (National Careers Service, n.d.a). Managers help organise Work and support employees to achieve the organisation’s objectives. For example, office managers organises daily activities, manage budgets, monitor performance and help recruit and train staff. They also Work with other departments, including finance and human resources (National Careers Service, n.d.b). One possible route for me would be to start in an administrative role, gain experience and then Work towards a management position through training and promotion. 

[bookmark: _Toc240379394]1.3 Skills, Qualities and Attributes Valued by Employers
Employers value managers who communicate clearly, organise their workload and work well with others. They also value attention to detail and confidence using business software (National Careers Service  n.d.). good communication is important because managers need to explain tasks and listen to their team. Organisation helps them manage time and meet deadlines . digital skills are useful for preparing reports and keeping accurate records. Patience and staying calm under pressure are also important when dealing with problems. In my view, a good manager should be fair and reliable, so employees feel supported and know they can trust them. 

[bookmark: _Toc240379395]1.4 Current Trends Affecting the Sector
Artificial intelligence (AI) is changing how some management tasks are completed. It can help reduce time spent on routine administration. However, managers still need to check information and help employees learn how to use tools responsibly. CIPD (2026a) explain the importance of AI skills development and human checking of AI outputs. This shows me that managers need to keep learning as technology changes.
Hybrid working is another important trend. It means dividing working time between the workplace and remote location, such as home. CIPD (2025) found that 74% of surveyed organisations had hybrid working arraignments. It can help attract and retain staff, but leading teams can be challenging. I think regular communication and clear expectations are especially important when employees work in different places.

[bookmark: _Toc240379396]1.5 Personal Career Fit
I feel management suits my interest in people and organising tasks. I see listening and understanding others as strengths that I can build on. However, I still want to improve  my professional English, spreadsheet skills and confidence in making decisions. My course gives me opportunities to practise through activities and group work. Gaining workplace experience would help me understand management in practice. My long- term ambition is to have my own brand and I believe management experience would help me organise the business and support the people working with me.

[bookmark: _Toc240379397]Element 2: Skills Audit and Professional Development Plan
[bookmark: _Toc240379398]2.1 Personal SWOT Analysis
	STRENGTHS

• I listen carefully and try to understand others.
• I’m willing to learn and ask for help.
•I keep trying when a task is difficult. 

	WEAKNESSES / AREAS FOR DEVELOPMENT

• I need more confidence in professional English.
• I need more practice with references and ideas.
• I need to manage frustration when problems take time.
• I need more practice with formatting documents in Word.


	OPPORTUNITIES

•my business skills course provides practical activities. 
• feedback from tutors and classmates can guide me.
• online tutorials offer extra digital skills practice.

	THREATS / CHALLENGES

• other applicants may have more workplace experience.
• changing technology creates new learning demands.
• family responsibilities can limit my study time.




My main strengths are listening and being  wiling to improve. These matter in management because I would need to understand people and learn from feedback. My priorities are digital skills and professional communication. Improving these would help me prepare clear documents and explain my ideas confidently.

[bookmark: _Toc240379399]2.2 Emotional Intelligence and Professional Behaviour
For me, emotional intelligence means recognising my emotions, understanding how they affect others and managing my reaction professionally. While preparing my references list, I became frustrated when the formatting did not work as expected . This showed persistence, but it also showed me that I need to slow down when I feel stressed.
[bookmark: _Toc240379400]2.3 Applying Theories or Models
Gibbs reflective cycle has six stages: description, feelings, evaluation, analysis, conclusion and action plan ( University of Edinburgh, 2024). I can apply it to formatting  my references. The task was to separate the entries clearly, and I felt frustrated when text moved to another page. What went well was that I kept checking and asking questions. What did not go well was making repeated changes without understanding the formatting. Looking back, I needed a clearer method, rather than more attempts. I learned that asking for help is useful, but practising independently is also important. Next time I will follow one instruction at a time and check the result.
The Johari window explores open, blind, hidden and unknown areas of self-awareness (the Open University, n.d.) I can reduce my blind area by asking others whether my instructions are clear. Their feedback can help me  identify habits I have not noticed. Explaining when I need support could also reduce my hidden area and make teamwork easier.
Maslow’s hierarchy includes needs for belonging, esteem and self-actualisation (Maslow, 1943). I can relate esteem to my wish to communicate more confidently and improve my digital skills. My long-term ambition to have my own brand relates to self-actualisation because I want to develop my abilities and achieve something meaningful to me. Practising these skills is a step towards that goal.

[bookmark: _Toc240379401]2.4 SMART Development Goal
	Specific
	What exactly do I want to improve or achieve?
I will improve my word formatting skills to prepare clear professional documents independently.


	Measurable
	How will I know if I have made progress or achieved it?
I will produce a two-page practice report with consistent heading, paragraph spacing, page numbers and correctly separated reference list.


	Achievable
	What actions and resources will make this realistic?
I will practice for 20 minutes, three times a week, using tutorials and course materials, and request feedback on one draft.


	Relevant
	Why is this important to my career or professional development? These skills will support my assignment and future administrative or management work.




	Time-bound
	When will I complete or review this goal?
I will complete the report by 30 October 2026 and review my progress each Friday.




[bookmark: _Toc240379402]Element 3: Recruitment Application Pack
[bookmark: _Toc240379403]3.1 Selected Job Role
	Job Title
	 Estee Lauder Boots counter Manager

	Organisation
	Estee Lauder

	Location
	Cardiff

	Where the vacancy was found
	Indeed, through the link provided my tutor

	Job Role URL 
	Boots Perfume Counter Jobs (with Salaries) | Indeed United Kingdom



[bookmark: _Toc240379404]3.2 Tailored Curriculum Vitae (CV)
SOFYA BAGGASH
Cardiff, Wales
Email: 2543407@student.uwtsd.ac.uk
Personal Profile
I am currently studying Business Skills at the University of Wales Trinity Saint David.
I am interested in perfumes, beauty retail and working with people.
Through my work as an Arabic tutor, I have developed my communication, listening and organisation skills. I would like to use these skills in a role with Estee Lauder and learn more about beauty retail and customer service.
Key skills
Skills
Communication: how I use it :
I explain information clearly when teaching Arabic.
Listening:
I listen carefully to question so I can understand what someone needs.
Patience:
I give learners time and explain things again when needed.
Organisation:
I prepare lessons and organise my work alongside my studies.
Digital skills:
I use tools such as Word, Excel and Outlook during my course.
Languages:
Arabic is my native language, and I also communicate in English.
Work experience
Self-employed Arabic tutor
· September 2026- Present 
· Prepare and deliver Arabic lessons.
· Explain information clearly and answer learner’s questions.
· Adapt lessons to suit different learning needs.
· Organise lesson times and prepare materials.
· Work independently and take responsibility for my preparation.

Education 
Certificate of Higher Education in Business skill, Level 4
University of Wales Trinity Saint David, Cardiff
2026-Present
My course is helping me develop my business knowledge, digital skills and confidence in presenting information.
Interests
I am interested in perfumes, beauty products and business. My long-term goal is to develop my own brand.
References
Available on request.






[bookmark: _Toc240379405]
3.3 Cover Letter
Dear Hiring Manager:
Re: Estée Lauder – [Counter Manager]
I am writing to apply for the Estée Lauder role advertised on Indeed. I am interested in perfumes and beauty products, and I would like the opportunity to learn more about your products and help customers.
I am currently studying Business Skills at the University of Wales Trinity Saint David in Cardiff. My course is helping me develop my organisation, communication and digital skills. It is also helping me understand more about business and my future career.
Alongside my studies, I work as a self-employed Arabic tutor. Teaching has helped me become more patient and explain information clearly. I listen to learners’ questions and adapt my explanations to their needs. I believe these skills would help me communicate with customers and understand what they are looking for.
I am new to beauty retail, but I am willing to learn. I would welcome training to develop my product knowledge and learn how to give customers accurate and helpful information. I would also be happy to learn from experienced colleagues and support the team.
I would bring a friendly approach, patience and an interest in the products. My future goal is to develop my own business, so I am keen to gain practical experience and understand how good customer service works.
Thank you for considering my application. I would welcome the opportunity to discuss my suitability for the role.
Yours faithfully,

Sofya Baggash
[bookmark: _Toc240379406]3.4 LinkedIn Profile
	LinkedIn Profile URL
	[image: The image is a social media profile page featuring Sofya Baggash, showcasing her skills as a Business Skills Student at UWTSD and an Arabic Tutor, with an emphasis on her interest in Beauty Retail and Customer Service.

AI-generated content may be incorrect.]

	Professional Headline
	Business skills student at UWTSD. Arabic Tutor. Interested in beauty retail and customer service.

	Evidence / Screenshot
	[image: ][image: The image shows a student's profile on a social media platform, detailing their studies in Business Skills, experience as an Arabic tutor, interest in beauty products, and aspiration to develop their own brand.

AI-generated content may be incorrect.]


[bookmark: _Toc240379407]
3.5 Application Rationale

I chose an Estée Lauder role because I am interested in perfumes and beauty products. I would like to learn more about working with customers and how a beauty counter operates. This also connects with my longer-term goal of developing my own brand.
In my CV, I focused on communication, listening, patience and organization. I have developed these skills through my work as an Arabic tutor. For example, I need to listen to learners, explain information clearly and change my approach when someone needs more support. I believe these examples help show how my current experience could be useful in a customer-facing role.
I included my Business Skills course because it is an important part of my development. It is helping me build my knowledge of business and practice using digital tools. I kept my CV focused on the experience I have, without claiming that I already have beauty retail experience.
In my cover letter, I explained my interest in Estée Lauder and why I would like to work with its products. I connected my teaching skills to communicating with customers. I also explained that I am willing to learn, as I would need training in product knowledge and working procedures.
For my LinkedIn profile, I prepared a headline and About section that reflects my studies, current work and interest in beauty retail. I want the information across my profile, CV and cover letter to be consistent.
For the fragrance specialist role at Boots Cardiff, I focused on the requirement to understand customers’ preferences and provide a personalized service ( the Estee Lauder Companies Inc., n.d.) . I highlighted listening and communication in my CV and cover letter because teaching Arabic has helped me develop these skills. I also explained my willingness to learn, as I would need to build my fragrance knowledge and retail skills.

[bookmark: _Toc240379408]Reference List 
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