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[bookmark: _Toc240379391]Element 1: Career Sector Investigation
Target length: 500 words
Choose either a graduate career sector that interests you or a business area that you would like to establish.
[bookmark: _Toc240379392]1.1 My Chosen Sector or Business Area
State clearly what sector or business area you have chosen and briefly explain why you select     .
My chosen career sector is Adult Social Care, especially working with elderly people. I chose this sector because I work already as a career and to be honest, I enjoy the most when I see the happiness and enjoyment on their face.
I believe everyone deserve respect, kindness and good care, as I always said and I think all of us we should put ourself in their position and we will realize the feeling. I am study Business Skills because I want first of all to improve my knowledge and to develop my career because in the future I would like to open my own business and will be a Care Home or Domiciliary Care . I need to improve my skills and with the opportunity to be at one of the most wanted university for Business , I am more then sure will be successful.
[bookmark: _Toc240379393]1.2 Sector / Business Area Research
Bussines management involves planning organising and managing business activities .managers are responsible for helping business achive their goals ,supporting empoliers and making decisions. This sector includes different tipes od organisation ,such as supermarket,hotels ,restaurant,office and retails company . Common job include manager ,office manager ,team lider and operation manager. The manager work with  the employess,costumer and supplies .Their daily responabilities may include organisation staff,solving problems,managing bugets and improving customer service. 
Acording to the uk national career service ,management roles reqaier leadership ,communication,organisation and decision maker skills (Naional careers service , n.d).
Bussines management is it important because every organisation needs eople who can organise work and help teams perform well .
Give an overview of the sector or business area. What does it involve? What types of organisations, jobs, customers or activities are common? Use credible evidence to support your points.
Adult Social Care support older people who have disabilities and residents who who need help with everyday activities, they are not just people with mental health issue, they are health mentally but still need our help, care and empathy. The care what we give can be provide in residential or normal care home, nursing home or at the people residence.
Common job include Care Worker ,Suport Worker,Senior Care Worker ,Care Team Lider and Care Home Manager. Our daily responsabilityes can include helping washing people,feed them,dressing,move and to administrate the medicine and just the careers who they have the special training ca aminisrate the normal prescripsion .
In this job u need to have empathy and to  care  as much as you are able to ,thisis my opinion and sometimes u need to try to change the place with the person in front of u and u will feel how hard  it is and how much they enjoi when we are with them and because we care.Good care also support families who may need additional help looking for the relatyves or in some cases they are older couple and they are not ablee to help themselv ,so they are not abe to help not even eachother and in there our job chage everithyng for them We provide emotional care,support ,we report any concersn and we kkep care records. Acording to the National Career Service , Career Worker help people with the personal care, daily activity and maintain their independence as much as we can. This sector is important because it helps vulnerable people with personal care, daily activities and maintain their independence. From my opinion is it important this sector as we help people to live safely and with dignity. Good care also supports families as I said.
[bookmark: _Toc240379394]1.3 Skills, Qualities and Attributes Valued by Employers
Identify the main skills, qualities and attributes employers value in this sector. Explain why they are important. Where possible, support this with evidence from job descriptions, employer websites, professional bodies or research.
 Employers in Adult Social Care value patience,kindness,cmunication,teamwork and responsibility.
Comunication is it important because as a career we need to understand people needs and explain information clearly. Patience and empathy help the residence to feel comfortable,respectet and supported,the teamwork is it important because often you will be in a situation where u need to work with nurses,manager and other staff in the same time the communication is it important as you need to explain what u will  do and the need and not the last but one of the important the residen need to be understand and aware of  what we do.
Us an employed we need to valiu the confidentiality,reliability and attention to details ,the good organisation and the time management help us as a worker to compleat the daily tasks safely. The National Career Services indentifie patience,understanding,communication and the ability to work with others as important skills .

[bookmark: _Toc240379395]1.4 Current Trends Affecting the Sector
Explore relevant current trends, for example artificial intelligence (AI), hybrid working, skills shortages or another trend that is important to your chosen sector. Explain how the trend is affecting the industry.
One of the important trend is adult social care  to grow the need dor care service.As more people need support,employers must recruit and train suitable workers.
Another trend is using digital technology.many care organisation use electronic care plans and digital records tomanage the information. Skills for care also report on recruitment and workforce challenges in the sector .Tehnoloy can mprove communication and help staff to record the important information.These changes mean the career needs to devlope they skills,following the training and we need to adapt the new working sector,this changes mean we need to develop their digital skills,follow the training and we need to adapt to the ew working method .
One of the important trend in business managemntis it to use of artificial intelligence (ai).bussines are using technology to organise information ,support custumer service and improve productivity .
Another trend is hybrid working ,where employerswork party from homw and partly in a office .Manager need to communicate cleary and support wmoployers who ar eworkking in different location .Businesses are focuse more on the wmployers welbing and creating a positive working enoierment.This changes need to be flexible,understandin technology and to continue to learn new skills.





[bookmark: _Toc240379396]1.5 Personal Career Fit
Reflect on how this sector or business area connects with your own interests, current skills and future career aspirations. What attracts you to it, and what might you need to develop?
Adult social care is suitable for me because I enjoy helping people first of  all,I enjoy helping them and we make  a difference in their life as often I thing someoane close can be in their place and I would like to receive the same care as I give .
Working n a care has help me to understand the important of patience,responsibility ,communication,the fact that I study at Business Skills University can and will help  me to understand teamwork ,planning and management .
I would like to improve my lidership ,I need to be more organisate and about the decision making skills as we can be in a situation where we need tomake decision for people and wee need to be aware of that . 
My future goal is to gain more experience and to progress in the feald as a position and after to be able to have my own company .





















[bookmark: _Toc240379397]Element 2: Skills Audit and Professional Development Plan
Target length: 500 words
Complete a structured reflection on your current professional strengths, areas for development, emotional intelligence and professional behaviour. Support your reflection with at least two theories or models studied on the module.
[bookmark: _Toc240379398]2.1 Personal SWOT Analysis
	STRENGTHS

• 
• 
• 

	WEAKNESSES / AREAS FOR DEVELOPMENT

• 
• 
• 


	OPPORTUNITIES

• 
• 
• 

	THREATS / CHALLENGES

• 
• 
• 




Use your SWOT to identify the most important strengths and development needs. Explain why these matter for your career.
My SWOT  analis helps me to understand my straight and areas for improvement ,working as a carrer has help me develop patience,to be responsible and to communicate.
These skills are important because the residence need kindness ,understand ,patiens and support . Studing Business give me an opportunity to learn abou managemnat and organisation ,I believe this knowledge can help me progress towards my dreams . One challenge is balancing work ,university and personal responability ,I need to manage my time carefully to achive mygoals .
However I would like to improve my confidence asnd the lidership skills ,I also want and need to develop my digital skills.

[bookmark: _Toc240379399]2.2 Emotional Intelligence and Professional Behaviour
Reflect on how you manage your emotions, communicate with others and behave professionally. Consider examples from work, university, volunteering, group activities or other relevant experiences.
Emotional intelligence means understanding my own emotion fist and recognice how other people feel ,working with old people requaiers patience ,empati and understanding.Some people they may feel lonely ,worried or confiuse and in this situation is it important to remain calm and to be supportive ,for the example when a n old person feels upset,I leasen carefully,speack gently and understanding they neds. I also understand the important of being respectfull ,to give privacy when they need and we treat them with dignity,we need to understand their neds and to respect that .
At work I try to comunicte cleary with the collegs and to follow profeional rules .Sometimes the work can be stressful ,but I trry to manage my emotions and I need to remain focus on my job and to provide good care .I believe emotion intelligence will hep me to build trust and to maintain the positive relation with the people wici we support .
[bookmark: _Toc240379400]2.3 Applying Theories or Models
Use at least two theories or models studied during the module to support your reflection. Examples in the assessment brief include Gibbs’ Reflective Cycle, the Johari Window and Maslow’s Hierarchy of Needs. Explain the model briefly and apply it to your own development rather than only describing it.
Gibbs reflective cycle helps people learn from their own experience by thinking about what happened ,howit feels ,what whent well and what they could improve .I can use this model after a difficult situation at work ,for example if a resitent becomes upset,I can reflet on how I respond and to see if my communication is helpful,I can think about what I could do different nect tin ,like listening more carefull or aking for an advice .
This can help me to improve my confidence and to provide better care.
The Johari windows help people to understand theyr own power and wekness and they can have a feedback frim others . I can use this model by asking colegs or my manager for feedback about my communication,teamwork and my professional behaivior . This will help me to become a better career .



[bookmark: _Toc240379401]2.4 SMART Development Goal
	Specific
	What exactly do I want to improve or achieve?
I want to improve my communication skills and become more confident when I speack in front of people .


	Measurable
	How will I know I have made progress or achieved it?i will prsctice speaking once a week and complete two presentation,as I will ask a feedback to check my progress.



	Achievable
	What actions and resources will make this realistic?
I will practice at home ,prepearde dor presentation and ask my teacher and classmate for support 


	Relevant
	Why is this important to my career or professional development?

Comunication is important for my future career in business management because manger need to work with people and explain tass clearly .

	Time-bound
	When will I complete or review this goal?
I will work on this goal for three months and rewie my progress at the end of each month.








I want to improve my leadshop and communication skills so I will be preperd to grow up at work.
I will complete one relevant training course,practice communication skills every weekend and ask my manager for a feedback .
I will use Univerity learning .working place training and support from experience the people around me .
Leadership and communication are important in this job because if u awant to grow lets say as a senior from career u need as well to be support,u need to be relevant,organisate and to be able to work with colegs .
I will work toward this goal over next three monts and reviey my progress every month .







[bookmark: _Toc240379402]Element 3: Recruitment Application Pack
Assessment brief: equivalent to 1,000 words
Apply for a real vacancy or a role provided by your tutor. Your application pack must contain all four items below.
[bookmark: _Toc240379403]3.1 Selected Job Role
	Job Title
	Health Care Suport

	Organisation
	Care home

	Location
	Swansea Bay area ,Wales.

	Where the vacancy was found
	Care Home Swansea 

	Job Role URL 
	Suhb.nhs.wales 


[bookmark: _Toc240379404]3.2 Tailored Curriculum Vitae (CV)
Insert your tailored CV on the following page(s). Make sure it is relevant to the selected role and highlights the skills, experience, education and achievements that best match the job description/person specification.
Maria Alexandra Dudea
Swansea,United Kingdom 
07533976019
Maria.ale2610@gmail.com
I am caring, responsible and hardworking career with experience in supportin elderly people.I enjoy helping people with their daily need and to  make sure they feel safe ,comfortable and respected .
Curently I study Business Skills to improve my communication ,organisation and leadership abilities.I would like to continiu developing my career in the care sector and gain more professional experience .
Course is Business Skills 
Year 2026-2027
Work experience : Care worker
Date: 2019-present 
Work experience: care work
Employers : FenHome Care 
The responabilities: 
· Suporting the elderly people with daily activities .
· - Helpin with personal care while respecting dignity and privacy 
· -Providing emotionalsuport and compassion 
· -Comunication with  the resident and the staff.
· -Following the care pland and work procedures.
· -Reporting concerns to the senior staff .
· Helping maintain a safe and comfortable envoirement
 Key skills 
-Comunication and listening 
-Patient and emapathy 
-Teamwork
-Time mangemant
-Organisation
-Respect and confidentiality
-Problem -solving 
-Responsibility and reliability
Training and qualification 
Adminitarte medicine
Moving and hendeling
Healt and safety 
Dementia awareness 
Infection prevention and control 
Safeqard adults 
[bookmark: _Toc240379405]M3.3 Cover Letter
Insert your cover letter here. Address the selected role and organisation directly. Explain why you are interested in the role, how your skills and experience match the requirements, and what you could contribute.
Dear Hiring Manager ,
I am riting to apply dor the Health care support worker position at Swansea Bay University Health Board.
I currently work as a care worker,supporting elderly people with  theyre daily base neds. I enjoy helping the others and making sure they feel safe ,comfortable and respected . I  am interested in this posion because I would like to continue working in care and develop my professional skills .
Through my work ,I have developed patient ,communication ,teamwork and responsibility .I understand how important is it to listen to people ,respect their privacy and provide care with kindness and dignity.I am also study Business Skills ,which is helping me to improve my organisation,communication and understandin of the teamwork.I believe these skills would help me to work well with the residenta and the cllegaues .
I am hardworking,reliable and willing to learn. I understand the importance of following instruction ,maintain confintiality and if it’s the case to raport an issue at the manager .
I would welcome the opportunityto contribuie to your tean and comunciate learning in a professional health care envoirment.
Thank you for considering my application ,I look forowrd to hear from you.
Yourse faithfully,
Maria Dudea.

[bookmark: _Toc240379406]3.4 LinkedIn Profile
Provide evidence of your LinkedIn profile. This could include the profile URL and/or screenshots, as directed by your tutor. Check that your headline, summary/about section, experience, education and skills present a professional identity.
	LinkedIn Profile URL
	https://www.linkedin.com/learning/me/my-library/saved?u=77966930

	Professional Headline
	

	Evidence / Screenshot
	


[bookmark: _Toc240379407]3.5 Application Rationale
Target length: 300 words
Explain how you tailored your application to the selected role. Refer directly to the job description/person specification. Identify the requirements you prioritised and explain how these influenced your CV, cover letter and LinkedIn profile.
I selected health care role at Swansea Bay University because is it mathing my experience and interes.I currently work as a care workes ,support the ldery people and I would like to continiu  developing my career in healthcare .Before preapering my application ,I looked at the official role nformation. I indentiied important requirements such as communication,teamwork and providind support to people who need care. 
I focuse on these skills when I preaperd my cv cover letter and linkdin profile. In my cv will be my experience,explained my main responsabilityes .These include supporting  people with daily bases activiti,communication is it so important for the resident and in the same time with the college ,respecting peoplesdignity and rivacy is it so important as well .
I also highlighted skills duch as patience, empathy ,teamwork and organisation becoue they are very important when u work with patience and other health care professional staff.
I also like to mention that I am stusy at Business skills , this course is helping me to improve my communication ,organisatin and understandinf of professional resonsabilityes .In my cover latter,I explain why I am interested in the wokind for Swansea Bay University Health Board.I describe my care experience and my willingness to learn and deveope profesionaly.
Prepering tis application on linkedin help me to understand how to present my skills and experience in a professional way . It shows me  the importance od adapting each application to the joc reqaierment .Overall,I believe this role help e gain future experience and continue progressing in my career.

[bookmark: _Toc240379408]Reference List
List every source that you have cited in your portfolio using the required referencing style. Check that every in-text citation has a matching reference-list entry.
[Add your references here in alphabetical order...]
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