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AI Acknowledgement
(This section is compulsory for all students.)
I acknowledge the use of [Google] ([www.google.com]) [Copilot]([https://copilot.com/)] ChatGPT (OpenAI) ([www.chatgpt.com]) etc….

 on [26/10/26] 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.
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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 selected it.
Answer: 
I have chosen the online e-commerce and digital business sector for my career path for my future. I selected this industry because consumer behaviour has significantly shifted toward online shopping rather than traditional physical retail. This creates a massive opportunity for flexible, digital-first businesses to reach a global audience, operate efficiently, and grow independently.


[bookmark: _Toc240379393]1.2 Sector / Business Area Research
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.
Answer: 
E-commerce sector is one of the fastest-growing industries globally, encompassing both physical goods (such as retail merchandise and niche accessories) and digital products (such as downloadable templates, digital files, and online courses). Research shows that global e-commerce sales continue to rise year-on-year as internet and mobile device penetration expands. Businesses in this sector can operate through dedicated e-commerce websites or established online marketplaces like Etsy, Amazon, and Shopify. Operating online lowers traditional overhead costs—such as expensive physical store leases and large in-store staff—while allowing entrepreneurs to target specific consumer niches and scale operations rapidly.

[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.
Answer:
For success in the online e-commerce sector, an entrepreneur needs a specific combination of digital and interpersonal skills. Key technical skills include digital marketing, search engine optimization (SEO), basic web management, and data analysis to understand customer shopping behaviour. Essential personal qualities and attributes include resilience, adaptability to fast-changing digital trends, and strong self-motivation. Furthermore, effective communication and customer service skills are crucial for building trust, managing client inquiries, and maintaining a positive brand reputation online.

[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.
Answer:
The e-commerce sector is currently shaped by several major digital trends. First, mobile commerce (m-commerce) continues to grow rapidly as consumers increasingly use smartphones for online shopping and browsing. Second, social commerce—selling directly through social media platforms like Instagram, TikTok, and Facebook—has become a powerful tool for customer acquisition and brand visibility. Additionally, consumers are increasingly prioritizing fast shipping, secure payment options, and personalized online shopping experiences. E-commerce businesses must adapt to these shifting trends to remain competitive and meet modern consumer expectations.


[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?
Answer:
E-commerce and online business sector are an ideal personal career fit for me because it matches my entrepreneurial drive, independence, and passion for digital innovation. Running an online business allows me to combine digital marketing concepts with practical management, giving me control over my professional growth. Furthermore, my motivation to succeed in a flexible, fast-paced environment ensures I am well-suited to handle the challenges and demands of building a sustainable digital business
[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
• Basic understanding of digital marketing and online customer engagement.
• Adaptable and quick to learn new online platforms (like Etsy, Shopify, or social media tools).
• Strong self-motivation and passion for digital business and e-commerce.


	WEAKNESSES / AREAS FOR DEVELOPMENT
• Need to develop deeper knowledge of legal/financial requirements for online selling.

• Time management challenges when balancing multiple business tasks independently.
• Limited formal experience in advanced data analytics and Search Engine Optimization (SEO).
 


	OPPORTUNITIES
• Ability to target global niche markets that physical stores cannot easily reach.
• Access to free or low-cost online business courses and digital marketing resources.
• Growing global shift toward online shopping and digital products.


	THREATS / CHALLENGES

• Rapidly changing digital trends and platform algorithms.
• High competition in the online e-commerce sector.
• Cybersecurity risks or issues with digital payment reliability.





Use your SWOT to identify the most important strengths and development needs. Explain why these matter for your career.
Answer:
Identifying Key Strengths and Development Needs
1. Key Strengths and Why They Matter
My most important professional strength is my strong self-motivation and adaptability to digital tools. In the fast-paced online e-commerce sector, things change rapidly (such as platform algorithms or consumer buying habits). Being self-driven allows me to manage my own online business independently without needing a traditional manager, while my technical adaptability ensures I can quickly learn new platforms like Shopify, Etsy, or social media marketing tools. This matters for my career because independence and continuous learning are the foundation of a sustainable, long-term entrepreneurial venture.
2. Key Development Needs and Why They Matter
My primary area for development is my limited experience in advanced Search Engine Optimization (SEO) and data analytics. Currently, I understand the basics of setting up an online store, but I lack deep technical skills in tracking customer data and optimizing website traffic to rank higher on search engines. Addressing this weakness is critical for my career because without proper SEO and data analysis, my online business would struggle to attract organic traffic, understand customer behaviour, and compete against larger online brands.
To bridge this gap, I plan to use Kolb’s Learning Cycle by engaging in active experimentation—taking short digital marketing courses, testing different online listings, and reflecting on the data results to continuously improve my business performance.

[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.
Answer:
Emotional intelligence and professional behaviour are vital for running a successful online e-commerce business and working with others.
Emotional Intelligence: I manage my emotions by staying calm when facing unexpected challenges, such as website issues or tight deadlines. I also try to understand customer needs and feedback patiently, showing empathy and clear communication.
Professional Behaviour: In my academic and professional activities, I demonstrate reliability by meeting deadlines, respecting different opinions during group discussions, and maintaining honesty and integrity.
Example: For example, during a university group project, there was a disagreement on how to divide tasks. Instead of getting frustrated, I used my emotional intelligence to listen to my peers' concerns calmly, negotiated a fair solution, and ensured we completed the project on time while maintaining a positive working relationship.

[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.



Answer:
To evaluate my professional growth and development needs, I have applied two key models: Gibbs’ Reflective Cycle (1988) and the Johari Window (1955).
First, I used Gibbs’ Reflective Cycle to analyse a real challenge I faced when launching my online e-commerce products—specifically, struggling with low initial customer engagement and views on my online store listings. Following Gibbs' stages (Description, Feelings, Evaluation, Analysis, Conclusion, and Action Plan), I felt initially discouraged by the slow sales. However, upon evaluation, I realized my product descriptions and keyword optimization (SEO) were insufficient. This led me to a clear action plan: to research e-commerce marketing strategies, improve my listing tags, and study data analytics to better target my audience.




[image: ]



Second, I applied the Johari Window to improve my self-awareness and professional communication. In the "Open Area," I recognized my strong self-motivation and basic digital marketing skills. However, through feedback from peers and mentors regarding my online store layout, I uncovered items in my "Blind Area"—such as minor navigation issues on my website that made it harder for customers to check out smoothly. Identifying this allowed me to fix those user-experience bottlenecks, proving that structured reflection and theoretical models are vital for continuous entrepreneurial improvement.
[image: ]
[bookmark: _Toc240379401]2.4 SMART Development Goal
	Specific
	What exactly do I want to improve or achieve?
I intend to enhance my digital business competencies by mastering advanced Search Engine Optimization (SEO) principles, strategic keyword research, and data analytics to optimize organic visibility for my e-commerce merchandise.


	Measurable
	How will I know if I have made progress or achieved it?
Progress will be quantitatively measured by tracking organic traffic growth and unique visitor engagement metrics, with the objective of achieving a 20% increase in web store impressions and store traffic over a consecutive three-month period.



	Achievable
	What actions and resources will make this realistic?
This goal is realistic and attainable through structured action: I will dedicate two hours per week to completing accredited digital marketing modules (via platforms such as Google Digital Garage and Shopify Academy) and immediately implementing these techniques into my product listings.



	Relevant
	Why is this important to my career or professional development?
Relevant:
This objective is critically relevant to my professional career development as an e-commerce entrepreneur, as minimizing paid advertising expenditure through effective organic SEO ensures higher profit margins, greater market competitiveness, and enhanced customer acquisition.



	Time-bound
	When will I complete or review this goal?
The developmental plan will be initiated immediately, with the learning modules and analytical reviews completed and evaluated within three months of this professional development audit.




[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
	Business Administrator

	Organisation
	Harbour Business Services

	Location
	Swansea, Wales

	Where the vacancy was found
	University tutor-provided practice vacancy (BMBS4005 Module Materials)

	Job Role URL 
	


[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.
Answer:
Muhammad Irfan Badar
19 Elmgrove Road, Fishponds, Bristol
Mobile: 07860 559263 | Email: badar_2002@yahoo.com
Professional Profile
A motivated, reliable, and dedicated professional with extensive experience in warehouse operations, security services, and online e-commerce management. Currently studying towards a Certificate of Higher Education in Business Skills at the University of Wales Trinity Saint David (UWTSD). Possesses strong organisational, communication, teamwork, and time-management skills, with excellent attention to detail and a responsible approach to work. Seeking to transition into a Business Administrator role to develop professional administrative expertise while working towards a long-term career in the digital and e-commerce sector. 
Education
· Certificate of Higher Education in Business Skills
University of Wales Trinity Saint David (UWTSD) | Currently Studying
Employment History
· Security Officer | Kings Security Limited | August 2018 – Present
· Conduct regular site patrols to monitor premises, safeguard assets, and ensure compliance with safety protocols.
· Check and verify vehicle documentation, maintaining accurate records and professional communication with visitors.
· Handle incidents calmly, demonstrating high emotional intelligence and reliability under pressure.
· Warehouse Operator / Forklift Driver | Whistl UK Ltd | 8 March 2008 – 25 September 2026
· Operated forklift trucks safely to transport, load, and unload goods efficiently.
· Scanned bags and checked inventory items, ensuring high accuracy and attention to detail during processing.
· Completed assigned daily warehouse tasks within tight deadlines, working effectively both independently and as part of a team.
Online Business Experience
· E-Commerce Administrator / Seller | AimsMotor and Aims5 Digital Vault | Aims5 Digital Vault Etsy Shop
· Uploaded and optimized digital and physical products on the online selling platform.
· Created and wrote clear product descriptions for online listings.
· Managed customer orders, tracked fulfilment, and responded promptly to customer enquiries.
· Set competitive product prices to maximize sales and visibility.
Key Skills & Competencies
· Administrative & Operational: Record keeping, document verification, inventory tracking, and time management.
· Digital & Technical: Microsoft Word, Microsoft Excel, email communication, and Aims5 Digital Vault Etsy Shop management.
· Interpersonal: Customer service, professional communication, teamwork, and problem-solving.

[bookmark: _Toc240379405]3.3 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.
Answer:
19 Elmgrove Road
Fishponds, Bristol
07860 559263
badar_2002@yahoo.com
26 October 2026
Harbour Business Services
Swansea, Wales

Subject: Application for Business Administrator Role
Dear Hiring Manager,
I am writing to express my strong interest in the Business Administrator position at Harbour Business Services. As a student currently pursuing a Certificate of Higher Education in Business Skills at the University of Wales Trinity Saint David (UWTSD), I am eager to apply my academic knowledge and extensive professional background to support your administrative operations.
I would like to gain practical experience in business administration because I believe the knowledge and skills I develop will help me achieve my long-term goal of establishing and growing my own e-commerce business. Throughout my career, I have developed a robust foundation in organization, reliability, and precision. 
I believe my previous work experience will help me contribute positively to Harbour Business Services. Through my experience in warehouse operations, security, and managing online platforms like Etsy, I have developed valuable skills in teamwork, communication, time management, and problem-solving. I am willing and motivated to learn new office and administrative skills, including preparing documents, organising records, and communicating with customers. I believe developing these skills will help me become a successful Business Administrator and support my future career in e-commerce. 
Thank you for considering my application. I would welcome the opportunity to attend an interview and discuss how my previous work experience, skills, and willingness to learn could contribute to Harbour Business Services. 
Yours faithfully, 
Muhammad Irfan Badar 
[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
	linkedin.com/in/muhammad-badar-349612191

	Professional Headline
	Business Administration Student at UWTSD | E-Commerce & Operations Professional | Aspiring Business Administrator

	Evidence / Screenshot
	
[image: ]






[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.
Answer:
In this recruitment application, I targeted the Business Administrator role at Harbour Business Services because it directly supports my long-term goal of building a successful career in the e-commerce sector. In tailoring my application, I reviewed the key requirements of the role and prioritized core administrative competencies: organization, accuracy, time management, and reliable record-keeping.
In my CV, I structured my professional history from Whistl UK Ltd and Kings Security Limited, alongside my practical experience managing digital products on Etsy through AimsMotor and Aims5 Digital Vault. I highlighted essential transferable skills—such as verifying documentation, tracking inventory, and handling customer messages—to demonstrate the digital literacy and attention to detail needed for daily administrative duties. Furthermore, I featured my current studies for the Certificate of Higher Education in Business Skills at the University of Wales Trinity Saint David (UWTSD) to highlight my commitment to developing formal academic knowledge in business management.
In my Cover Letter, I connected my background in operations and security directly to the needs of a professional administrative environment. I emphasized my strong work ethic, professional communication, and willingness to learn new office skills to add immediate value to the organization.
Finally, for my LinkedIn Profile, I established a professional headline and summary designed to present my career transition from operational roles into business administration and digital commerce. Overall, this application pack aligns my practical employment history with my future academic and professional ambitions.

[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.
Answer:

  University of Wales Trinity Saint David (UWTSD). (2026). BMBS4005 Professional Career Development: Module Handbook and Assessment Brief. UWTSD.
 Gibbs, G. (1988). Learning by Doing: A Guide to Teaching and Learning Methods. Further Education Unit. Oxford Polytechnic.
 Luft, J., & Ingham, H. (1955). The Johari Window, a graphic model of interpersonal awareness. Proceedings of the western group training laboratory. Los Angeles: UCLA.
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