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Introduction:
This assignment will provide a portfolio of confirmation that exhibits the abilities and understanding to contribute toward working effectively, my readiness for employment, an understanding of personal strengths and areas for further development, as well as establishing my employment goals and develop a personal action plan/development plan. In reflection after evaluating my goals and achievements it occurred to me that in order for me to enhance my career prospects for a chance to also achieve my dream too of being a graduate, I would have to pull up my socks and get opportunities available to be and utilise them.  Getting to this level or to this university was by chance, a friend of mine introduced me to the university as they are attending themselves as a student. it was through their excitement and commitment that I came and took the assessment of which two of us passed out of more than twenty candidates who attended but failed to pass. This gave me the enthusiasm and courage to face my fear of studying. Before this journey I had attempted to study but never completed what I had started always but at this point I am a mother and a role model to my children who I would want to inspire to also try to push for their goals because having a degree has been one of my long term goal and I aim to achieve it. 
My timeline:
My timeline will assist me to see events that have been at high point to me as well as my low point in my life and what I have achieved.
Highest point: 
· Born
· First day at nursery 
· Teen: Finished secondary school
           Got my first job at comet electrical store
           Went to college
           Moved into my flat
· 20s:    Got my driving licence 
           Brought my first car
           Had my daughter  
           Got my first office job
           First Travelled to another country
· 30s:   Brought a house
          Get engaged
          Had my first son
          Had my second son
          I started a business
· 40s:  Started university
Lowest Point:

· 11 years old- Lost my father 
· 16 years old- Became homeless
· 20s Lost my daughter
· 30s Lost my mortgage 
· 40s lost my business
My Personal SWOT Analysis:
The SWOT Analysis (strengths, weakness, opportunities, threats) is used in corporate settings as a suitable method in the professional domain to assess the past, present and future position of an individual or company. It offers business leaders a view on what area the business thrives, understanding where weaknesses lie and establishing paths to follow. Similarly, a personal SWOT analysis can aid an individual to evaluate and address their career aspirations. (Swanson, 2013)
Strengths:
· I have good presentation skills and thrive well. I am confident and engage well when I give ideas to clients and my colleagues, this gives me more of an edge over my colleagues as I have no fear of public speaking and often give effective presentations as I have a passion for presentations. I have gained my highest grades from doing a presentation in my last assignment.
· I am an effective communicator, I communicate well with clients and within any team I work in of which the exchange any information or ideas that I have communicated contributed to the overall success of the team and the organisation.
· I am well organised and I prioritise my work to achieve deadline. 
· I'm very presentable and take I pride in my appearance, this has caused me to gain respect and impress clients and colleges with whom I work with.
· I have good problem solving and decision making skills.
·  I am capable of managing and solving conflicts.
· I have the ability to ask major questions, both at work and at university. I am active and participate in discussions to identify the needs or gaps required to achieve the task.
· I'm completely committed to the success of the company because I work with policy and guidelines of the organisation I work for.
· I integrate well and quickly within a team and organisation as my personality embraces change and this enable me to build relationships easily and also function well within the team or company. 
· I have the ability to deliver ideas both oral and written. 
· I work with honesty and integrity. I live by these principles as I hold these values and demonstrate it in my day to day life. 
· I have to ability to lead and delegate effectively. Having worked in a team or group I have been chosen as a team leader and this gave me the responsibility to assign tasks to individuals in my team or group with clear and articulate instructions. 
Weaknesses:
· I have a tad bit of procrastination, this causes me to do things later or last minute, therefore I would be rushing through and sometimes the standard of my work can suffer as a consequence. This has been projected though my assignments because I have rushed through and as a result I have not achieved the results that I am capable of achieving. I intend to develop more in the next stage of my education journey.
· Time management is one of my weakness as I sometimes do get to work 5-10 minutes late. According to Morgan. P (2017) Good time management is vital, because it gives the individual the ability to control of how they use time and be able to manage and plan well without pressure and causing the individual anxiety. I will need to improve more in this area of time management by setting my alarm clock earlier and plan my journeys ahead of time. 

Opportunities:
Finishing my educational journey to a degree level is a great opportunity because I have gained knowledge in the skills that are not taught when in employment and this will lead me to perform well in my chosen field and be more competitive and marketable in the job market.
 Opportunities to attend networking seminars and training.  
My manager at work can go on a leave or retire. This can lead me to a promotion or take up their duties whilst away, which would be a great opportunity for my career development.

Threats 
· Lack of experience is a threat because in my chosen field most employers are looking for candidates who have experience of more than two to three years’ experience.
· Brexit is a threat because the future is uncertain to what is going to happen to the economy. Britain leaving the European union might lead many firms to leave causing staff cuts and many people without a job.

In view of my SWOT analysis, I have areas I need to develop or improve on and increase my chances of career progression and promotion at work or in future employment. This would increase my opportunities from threats. 
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Sourced at: Bing.com
 
According to Morgan (2017) Kolb’s experimental learning cycle (1984) illustrates thesis of experience and reflective styles.  To expand this further Kolb touched on training and development programs where by individuals have different learning life style. Some individuals having and thinking about their experiences whilst others absorb and try to apply as they progress through their job cycle. This basic principle of the model illustrates a new skill as per the four activities in the cycle (i.e.) 1. concreate experience, 2. observation and reflection on experience, 3. Theorising and development of concepts/ ideas, 4, testing the new concepts. Individuals take up what they have learnt through experience and implement it through theorising and individuals incorporate what they have learnt in to their job. Another theory of Honey and Mumford (1986), suggests that the way we learn is in four ways too, but Activists, Reflectors, Theorists, and Pragmatists. 

Cover Letter
23 Longhedge House
High Level Drive
Sydenham
LONDON
SE26 6XS.
Susanokwera1@gmail.com

28th August 2019

Dear Sir/Madam,
Re: Job Application for Vacancy Ref: 123456

I am writing to convey my interest and submit my application for the role of Business Development Manager. I include my CV which gives more details. 
I am very keen to take up this position because my background since my working experience has been customer service and business to business based of which I have attended training courses as part of my employment. As a business development officer / customer service assistance in my pervious jobs, I have developed sympathetic listening approach, sensitive to other people’s needs and responsive to service user’s requests. I currently work on a shift pattern therefore I am flexible.
I thank you in advance for taking the time to read my application and I hope I fulfil your expectations for this position with my abilities and skills to be able to take this opportunity further. 
I look forward to hearing from you.

Yours faithfully,
Susan Okwera



[bookmark: _Toc18599295]Curriculum Vitae
Susan Okwera.
23 Longhedge House, High Level Drive, Sydenham, LONDON, SE26 6XS.
Tel: +44 7914770687, Email: susanokwera1@gmail.com

Objective:
To work for a successful company which can enhance my working capacities, professional skills, business efficiencies and to serve my organization in the best possible way with sheer determination and commitment, contributing to the overall success of any business I work for.
Personal Profile:
I am a highly motivated and conscientious person, whose pursuit in working life is to excel in everything I do, whilst maintaining focus and awareness. I encourage a friendly approachable attitude to the job with honesty and integrity, with my years of experience and skills gained in different back grounds. I pay good attention to detail, this I do with an enthusiastic approach combined with genuine warmth and dedication to customer satisfaction which in turn inspires confidence in the customer and among colleagues. 
Key Skills:
· Proactive with a can do attitude.
· Able to present ideas, orally and written.
· Trustworthy
· Good IT skills
· Passionate and enthusiastic about delivering outstanding customer service
· Excellent team player 
· Ability to work safely and use my own initiative.
 
Education:
2018-2019, Certificate in Higher: Skills for the Workplace, University of Wales Trinity Saint David. LONDON.
Modules;
Professional Career Development, Problem Solving and Decision Making, Effective Team Working, Digital Skills and Research Methods, Managing Enterprise in the 21st Century, Academic and Employability Skills.
Results pending.

Work Experience:
2018-Present, Support worker, Dulwich, LONDON.
My main duties include;
· Providing quality care and support to individuals with learning disabilities and stroke patients. 
· Ensuring individuals are supported to reach their full potential.
· To work as part of a team to deliver excellent care and support.
· Maintaining a clean and hygienic environment.
· Observations and report writing.

2017-2018, Support worker, Nurse Plus Agency, Orpington, KENT.
My main duties included;
· To provide quality care and support to individuals with disabilities.
· To work as part of a team to deliver excellent care and support.
· Report writing.
· Maintaining a clean and hygienic environment.

2015-2016, Support worker, Heathcote Health, Sutton, SURREY.
My duties included;
· Providing quality care and support to individuals with learning disabilities and stroke patients. 
· Ensuring individuals are supported to reach their full potential.
· To work as part of a team to deliver excellent care and support.
· Maintaining a clean and hygienic environment.
· Observations and report writing
2009-2015, Teeth whitening consultant, Self-employed, LONDON.
My duties included;
· Welcoming customers.
· Writing and maintaining reports.
· Health checks and observations.
· Assisting clients with the process of teeth whitening.
· Booking appointments and after sells customer care.
2002-2009, Business Development Officer/ Customer Service Assistant, Delta Nursing Agency, LONDON.
My duties included;
· Maintaining customer relations and ensuring customer loyalty through excellent customer service and marketing.
· Communicating new developments to prospective clients and service users.
· Making presentations.
· Making and answering telephone calls
· Data handling, inputting and outputting.
· Booking and attending client visits and reviews across the country.
· Booking and attending sells meetings across the country.
· Promoting the company using different media
2001-2002, Business Development Officer and Administrator/Receptionist, Financial Training Company, Fenchurch Street, LONDON.
My duties included;
· Making and answering telephone calls.
· Data handling, inputting and outputting.
· Maintaining customer relations and ensuring customer loyalty through excellent customer service and marketing.
· Communicating new developments to prospective clients and service 
· users.
· Booking and arranging client visits and reviews across the country.
· Booking and arranging sells meetings across the country.
· Promoting the company by sending out information.
1996-2000, Business Development Officer, Royal & Sun Alliance, Beckenham, KENT.
My duties included;
· Providing quotations to brokers for clients.
· Making and answering telephone calls.
· Data handling, inputting and outputting.
· Maintaining customer relations and ensuring customer loyalty through excellent customer service and marketing.
· Communicating new developments to prospective clients and service 
· users.
· Booking and arranging client visits and reviews across the country.
· Booking and arranging sells meetings across the country.
· Promoting the company by sending out information.
Hobbies:
Travelling, Cooking, DIY, Reading, Sports e.g. Football, Tennis, and Formula 1 racing.

References available upon request.
[bookmark: _Toc18599296]My Mission Statement:
To strive through life with the aspirations and goals whilst maintaining my personal and professional relationships with the values that my dear mother instilled in me of integrity, honesty, hardworking and charitable to reach my full potential. Thanking and being closer to God every day for waking me up for the things he has done for me and continue to help me through my goals of being healthy fit and my studies. My personal career mission is to manage a thriving business of my own as well as inspire others, my children and to graduate and complete a masters’ program
My short and long-term planning:

The SMART goal setting is helpful to outline my short and long term goals to give me a sense of guidance and perception and see where I am heading.  
Having a positive attitude has helped me through adversity and allowed me to overcome challenged that I have faced through some time in life as well as my education time line. Having a plan is encouraging because you see where you are heading to and motivates you to see the light at the end of the tunnel. In five years’ time my short term goals are to complete my assignments, pass with good grades and move on to the next stages of the degree till achieving the means and try to gain employment in my chosen field to complement my studies. This will accompany my aspirations and pilot my goals of working for a successful organisation with the skills gained to enable me in the position of a business manager and in ten years’ time, my long term goal is to be an entrepreneur. Becoming my own boss would be a dream come true as it would give me time to spend with my children as well as make me more to be comfortable.


	
	Skills
	Current Ability
	Target Ability
	Development Opportunity
	Criteria to Judge Success
	Time Frame
	Evidence

	1st Priority -
Business development manager
	· Tenacity and drive to seek new business and meet or exceed targets
· An excellent telephone manner for making initial contact and for ongoing communication with customers and business associates
· excellent written and verbal communication skills - needed for communicating with a wide range of people, both internally and externally 
· good IT skills, including the use of spreadsheets
· a professional manner and presentable appearance for meeting customers/clients
· initiative and good decision-making skills
· project management skills
· the ability to motivate yourself and set your own goals
· great organisational skills
· good networking skills
· the ability to think strategically
· the ability to analyse sales figures and write reports
· initiative and the confidence to start things from scratch 
· the ability to speak a foreign language may be an asset if you're dealing with overseas clients.
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[bookmark: _Toc18599298]Opportunities
[bookmark: _Toc18599299]What are the current trends in my professional area?

There is an increase in agencies of all types in addition to business consultancy, technology resolutions and other new entrants to the business community. Creating competition amongst the different markets  (Industry Insight, Upfront , 2018). 
SALES INTELLIGENCE SOFTWARE WILL BE A GAME CHANGER
Over the last couple of years’ technology has been changing the landscape for new business. A good CRM system should now be a basic expectation for any new business team (especially with great free and low cost options out there) (Industry Insight, Upfront , 2018).
BUSINESS DEVELOPMENT WILL GET THE RECOGNITION IT DESERVES
In September 2018 we were very proud to launch The BD100. Together with Co-Founder, Richard McHardy, we felt it was time to shine a light on all the fantastic Business Developers out there and did this by bringing everyone together for a night of celebration. Fran Brook won the Business Developer of the Year and Lydia Smith was voted rising star (Industry Insight, Upfront , 2018). 
PR AND BUSINESS DEVELOPMENT WILL WORK CLOSER TOGETHER
In a recent interview with Jemima Monies, Deputy Managing Director at Adam & Eve DDB, Jemima shared her view that PR and Business Development need to work closely together, intrinsically supported by great work. Jemima explains that when it comes to new business, it’s much more than just pitching and you need to look at the agency as a whole – considering all aspects of marketing, internal comms and PR (Industry Insight, Upfront , 2018).
New Business consultant Lucy Snell adds that new business should be about covering all bases – from content, to social media & marketing, through to running, attending and speaking at events (Industry Insight, Upfront , 2018).
STAY PITCH FIT
It’s likely that you will have your highs and lows in new business. Kerry Glazer (CEO of AAR and President of NABS) reminds us that Business Development can be very stressful and at times, lonely profession, so make sure you keep you and your team pitch fit and prioritise staff wellbeing. (Industry Insight, Upfront , 2018)

Fig 1: Career opportunity of a Business Development Manager  
[image: ]
Source: (Indeed, 2019)
The image above indicates the jobs prospects available in the field of my chosen career path. In terms of current trends to fulfil this role requires use of latest technology to support business improvement and preservation of key cost-effective IT resolutions. This is to enable businesses to stay competitive changing business environment. The current trend involve business upgrading outdated processes and systems (Indeed, 2019).
Fig 2: National Careers Service
[image: ]
Source: (Crown, 2019)
The national careers service offers material, recommendation and direction in a form of education, training and careers (Crown, 2019).
[bookmark: _Toc18599300]What additional training and education is available to me?
Institutions such as the Nottingham Trent University and Oxford Brookes offer further training in the area of interest. This includes:
1. Business Management (Small Business Enterprise) Foundation Degree Level 5 at Nottingham Trent University
2. BA (Hons) Business & Management (Oxford Brookes) Top-Up

[bookmark: _Toc18599301]Situational Leadership

[image: See the source image]Based on the different types of leadership styles available for my desired role, situational leadership is a style that I could adopt well.
Directing (S1), is giving clear directions for how tasks are to be accomplished. The language is directive, in the authoritative manner.  For instance, the subordinates would require high level of direction from leader and low supportive behaviour in day to day tasks. The leader decides all matters in this spectrum.
In Coaching (S2), the leader typically high directive but, is higher supportive than in (S1). This style is usually used in sports leadership.
Source: (Niewoehner, 2016)
In Supporting (S3), subordinates have more say in leadership within teams. The leadership style needed here is low directive and high supportive.
In Delegating (S4), subordinates are given responsibility due to leadership. The leadership style needed here is low directive and low supportive (Niewoehner, 2016).

[bookmark: _Toc18599302]How can I better get myself noticed?
Volunteering – is a useful development tool to develop essential workplace skills, experience and training to upgrade my skills as well as highlighting my skills and what I have to offer the company when I apply for positions would be an advantage. 
[bookmark: _Toc18599303]What other sectors are available to me?
With experience, a business development manager can realise a post as a senior development manager, business development executive or marketing director. 
Skills gained as business development manager are transferable in sales, marketing and project management to enable change into other business sectors (Crown, 2019).
[bookmark: _Toc18599304]Who can support me in achieving my goals?
PricewaterhouseCoopers (Pwc), have a high intake of females through leadership roles. Positions are open to all, regardless of gender. Women in Tech programme is a unique prospect to spend time with prosperous women in many technology teams who will demonstrate the variety of opportunities available to you. Career guidance or advisors at university are one of the support networks available for me to source out the guidance during my time at the university as well as job agencies who have opportunities for graduates.  CBI provides networking events, to learn and to network with a variety of prominent figures in British business and politics. The CBI hosts a number of professional events across the nation every year (CBI, 2019). In this modern world of technology, social media has assisted those that are seeking opportunities, professional sites like LinkedIn is very useful.
[bookmark: _Toc18599306]What difficulties do I face? 
Brexit is a significant and developing source of uncertainty for businesses in the UK. As a result of the 2016 EU-referendum, a level of uncertainty will affect a number of industries, particularly with a no deal prospect looming. The source of uncertainty will affect the jobs market. (Bloom, et al., 2019)
[bookmark: _Toc18599310]Am I marketable? 
A combination of social media exposer including presence on Facebook, Instagram, LinkedIn and personal website are ways of marketing oneself. To graduate with good grade would make me marketable and to build friendship with likeminded people in the field of which I want to take my career would open up possibilities for me. 
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As a Business Development Manager, you will be responsible
for developing new business across multiple sectors. Does
this sound like your kind of workplace?

Easily apply to this job

Sponsored  save job

Business Development Manager
Collins Cross LTD

London

£60,000 a year

Experience in marketing, sales and/or business development;
In order to SUpport our exponential growth, ensure a strong
presence in the market and develop the.

Easily apply to this job

Sponsored  save job

Business Development Manager
INFOPRO Digital ###+: 31 reviews
London

£40,000 - £45,000 a year

We are seeking a talented Business Development Manager to
join our London-based sales team. Globally the business has
3,200 employees across 15 countries;

Easily apply to this job.

Sponsored  save job

Business Development Manager
INFOPRO Digital # -+ 31 reviews - London

Apply with Indeed @

© London

INFOPRO

£40,000 - £45,000 a year

Overview

Job Title: Business Development Manager
Salary: £40,000 - £45,000 per annum, plus OTE
Location: London (Piccadilly Circus), United Kingdom
Type Of Employment: Ful-time

Function: Sales

Infopro Digtal (htip:/iwww infopro-digital com) is a fast growing information
services business with an absolute focus on growth and innovation. Globally
the business has 3,200 employees across 15 countries; and revenues of
€440m across six professional markets: automobile, construction, retai,
insurance and finance, public sector and industry. Our international presence
includes a vibrant culture and offices in London, New York, Hong Kong and
Paris.

This is an exciting opportunity has come up in our Red on Line division to join
a successful, award winnina and fast paced environment! v
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