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[bookmark: _Toc240379391]Element 1: Career Sector Investigation
Target length: 500 words
Information Technology (IT) sector
[bookmark: _Toc240379392]1.1 My Chosen Sector or Business Area
I have chosen the Information Technology (IT) sector, specifically roles within IT departments or technology teams (for example IT Support Analyst, systems support, or junior technical roles). I selected this because it offers strong long-term demand, continuous learning opportunities, and the chance to solve practical problems that keep organisations running. Technology underpins almost every sector, and UK data shows ongoing growth in digital and technology employment (CompTIA, 2026).

[bookmark: _Toc240379393]1.2 Sector / Business Area Research
The IT sector covers the design, implementation, maintenance and support of hardware, software, networks, data systems, cloud platforms and cybersecurity. Common activities include end-user support, infrastructure management, software development, data analysis, cloud administration and security operations.

Organisations range from pure technology companies and digital agencies to internal IT departments in every industry (finance, healthcare, retail, public sector, manufacturing). Typical roles include IT Support Analyst / Helpdesk, Systems Administrator, Network Engineer, Cybersecurity Analyst, Software Developer, Data Analyst and Cloud Engineer. Customers are usually internal staff (employees needing reliable systems) or external clients.

Recent UK figures indicate net tech employment around 2.15 million in 2025, projected to grow modestly in 2026, with strong demand in software development, cybersecurity, data and infrastructure roles. The government’s Digital and Technologies Jobs Plan notes roughly 800,000 digital and technology roles needing to be filled between 2025 and 2035 (CompTIA, 2026; DCMS, 2026; techUK, 2026).

[bookmark: _Toc240379394]1.3 Skills, Qualities and Attributes Valued by Employers
Employers value a mix of technical and soft skills (Dacre Pool and Sewell, 2007).
Technical: Microsoft 365 / Azure, cloud platforms (AWS or Azure), cybersecurity awareness, networking fundamentals, Windows / endpoint management, basic scripting or programming (e.g. Python), and increasingly AI literacy.

Soft / professional: Problem-solving, communication, customer service, teamwork, adaptability, analytical thinking and continuous learning. Real-time UK job data frequently ranks social skills, problem-solving, Microsoft technologies, Azure and AI among the most requested attributes.

These matter because IT work is rarely done in isolation: professionals must diagnose issues quickly, explain technical concepts clearly to non-technical users, collaborate in teams and keep systems secure and reliable. Job descriptions for IT Support Analyst roles consistently emphasise customer-focused communication alongside technical troubleshooting (IT Jobs Watch, 2026).

[bookmark: _Toc240379395]1.4 Current Trends Affecting the Sector
Key trends include:

Artificial intelligence: AI is reshaping tasks (automating routine coding, testing or ticket handling) while increasing demand for human oversight, judgement, prompt engineering and AI-enabled workflows. Many employers are embedding AI skills into existing roles rather than only hiring specialists (World Economic Forum, 2025).
Hybrid and remote working: Widespread in tech and IT support roles, requiring strong self-management, digital collaboration tools and secure remote access practices (ONS, 2024).
Skills shortages: Persistent gaps in cloud, cybersecurity, AI and data skills, with high vacancy numbers and government initiatives (Digital and Technologies Jobs Plan, TechFirst, AI Skills Boost) aimed at increasing entry routes and upskilling.
These trends mean professionals must stay adaptable; technical knowledge has a short half-life, so continuous learning is essential (DCMS, 2026; Skills England, 2026).





[bookmark: _Toc240379396]1.5 Personal Career Fit
The sector attracts me because of the problem-solving nature of the work, the rapid pace of change and the opportunity to support people and organisations. My current strengths in logical thinking, basic IT skills, teamwork from university/group projects align well. I will need to develop deeper technical skills (e.g. Microsoft 365 administration, networking, or an entry-level certification), stronger professional communication, and experience with real systems or tickets. Short-term goals include gaining practical experience and building a portfolio of skills that match entry-level IT support or technical roles


[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

• Strong problem-solving and logical thinking 
• Reliable and calm under pressure
• Basic IT literacy and willingness to learn new systems
• Good teamwork and contribution in group tasks

	WEAKNESSES / AREAS FOR DEVELOPMENT

• Limited hands-on commercial or technical IT experience
• Need to strengthen professional communication 
• Incomplete knowledge of key tools


	OPPORTUNITIES

• High demand for IT support and technical roles in the UK, with ongoing skills shortages
• Hybrid working models common in IT, allowing flexible skill development


	THREATS / CHALLENGES

• Rapid technological change 
• Competition for entry-level IT positions
• Risk of skills becoming outdated without continuous learning





Drawing on this SWOT analysis (Humphrey, 2005), the most important strengths for an IT department role are problem-solving and reliability, because support and technical work requires diagnosing issues accurately and maintaining user trust. The key development needs are practical technical experience and clearer professional communication. These matter because employers in IT frequently prioritise both technical troubleshooting and the ability to work effectively with colleagues and end-users (Yorke, 2006).

[bookmark: _Toc240379399][bookmark: _Toc240379400]2.2 Emotional Intelligence and Professional Behaviour
In group university projects I have practised managing my reactions when tasks become stressful or when team members have different ideas, a key part of emotional intelligence (Goleman, 1995). I try to stay calm, listen actively, and focus on finding solutions rather than reacting emotionally. For example, when a project deadline approached and roles were unclear, I took time to clarify responsibilities and kept communication constructive instead of becoming frustrated.

I recognise that professional behaviour in an IT context also includes remaining patient when supporting others who are less technical, and being punctual and reliable. I still need to develop greater confidence in speaking up in meetings and in explaining technical problems simply and calmly.
2.3 Applying Theories or Models
Using Gibbs’ (1988) reflective cycle on a recent group project experience:

Description: Our group had to deliver a presentation; one member missed deadlines, creating pressure.
Feelings: I felt frustrated and anxious about the outcome.
Evaluation: The final work was acceptable, but the process was inefficient.
Analysis: Clearer early communication and shared task tracking would have reduced stress.
Conclusion: I handled the situation by staying professional, but I could have addressed the issue sooner.
Action plan: In future collaborative work I will set clearer checkpoints earlier and practise giving constructive feedback sooner.
This reflection shows how structured thinking, or reflective practice (Schön, 1983), can improve my professional behaviour.

Johari Window
The Johari Window (Luft and Ingham, 1955) helps me understand self-awareness. My open area includes strengths such as reliability and problem-solving that others have noticed in group work. My blind area may include how I come across when under pressure. My hidden area contains concerns about limited technical experience that I have not always shared. By seeking feedback from peers and tutors, and by being more open about development needs, I can enlarge the open area. This supports better teamwork and professional communication, both valued in IT roles.




[bookmark: _Toc240379401]2.4 SMART Development Goal
	Specific
	Using Doran’s (1981) SMART criteria, improve my ability to explain technical issues clearly and build basic practical IT support skills by completing Microsoft 365 fundamentals 


	Measurable
	Complete a recognised Microsoft fundamentals learning path (or equivalent), log at least 20 hours of deliberate practice.


	Achievable
	Use free Microsoft Learn modules, university careers resources and personal practice time.



	Relevant
	Stronger communication and foundational technical knowledge are frequently required for IT support and departmental roles and directly address a key weakness identified in my SWOT.



	Time-bound
	Complete the training and practice hours by the end of the current academic semester.

















[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
	1st Line IT Support Analyst

	Organisation
	TechSolutions Ltd

	Location
	Manchester

	Where the vacancy was found
	Indeed

	Job Role URL 
	https://uk.indeed.com/viewjob?jk=ee9c2a1215b3eb82&from=shareddesktop_copy


[bookmark: _Toc240379404]3.2 Tailored Curriculum Vitae (CV)

Andrei Daniel Costiuc
Manchester, United Kingdom  |  07700 900123  |  andrei.costiuc@email.com  |  linkedin.com/in/andrei-costiuc-323096407
PROFESSIONAL PROFILE
Motivated IT student seeking a 1st Line IT Support Analyst position, with strong problem-solving ability, a calm approach under pressure and a genuine interest in supporting users in Microsoft 365 and Windows environments. Currently developing practical technical skills alongside university studies. A reliable team player committed to clear communication and continuous learning.
KEY SKILLS
Troubleshooting and logical problem-solving
Microsoft 365 (Outlook, Teams, OneDrive, SharePoint, Excel)
Windows 10/11 troubleshooting (self-study practice)
Customer service and clear verbal/written communication
Basic networking concepts (IP addressing, DNS, DHCP)
Organised, accurate record-keeping and documentation
Teamwork, reliability and time management
EXPERIENCE
Customer Service Assistant	June 2024 – August 2025
RetailCo Ltd, Manchester
Handled customer enquiries face-to-face and by phone, remaining calm and professional under pressure.
Resolved issues efficiently and maintained high standards of service.
Worked as part of a team to meet daily targets and support colleagues.
EDUCATION
IT Undergraduate Degree	Expected 2027
University of Wales Trinity Saint David
Relevant modules include Professional Career Development and digital/IT-related units.
UNIVERSITY PROJECTS AND ACTIVITIES
Collaborated in group assignments to diagnose problems, allocate tasks and deliver work to deadlines.
Practised explaining technical or process-related information clearly to peers.
ADDITIONAL INFORMATION
Self-study: Microsoft 365 fundamentals and hands-on Windows troubleshooting practice.
Full UK driving licence.
Available for hybrid working and flexible hours.



[bookmark: _Toc240379405]3.3 Cover Letter
[bookmark: _Toc240379406]I would like to apply for the 1st Line IT Support Analyst role at TechSolutions Ltd in Manchester, advertised on Indeed. I am studying IT at the University of Wales Trinity Saint David (expected to graduate in 2027), and I am keen to start my career in a first-line support team where I can help users while continuing to build my technical skills.
My most relevant work experience comes from my time as a Customer Service Assistant at RetailCo Ltd in Manchester, from June 2024 to August 2025. I handled customer enquiries face-to-face and by phone, often at busy times, and learned to stay calm and professional under pressure while resolving problems efficiently. Working closely with colleagues to meet daily targets also taught me to be reliable and to support the wider team, which I know matters just as much on a service desk.
Through my degree and university group projects I have practised diagnosing problems logically, allocating tasks and delivering work to deadlines, as well as explaining technical information clearly to peers who were less confident with it. Alongside my studies I am working through Microsoft 365 fundamentals and practising Windows troubleshooting, and I have a basic understanding of networking concepts such as IP addressing, DNS and DHCP. I am eager to apply this foundation in a commercial setting and would value the guidance and development a first-line role offers.
I am available for hybrid working and flexible hours, and I hold a full UK driving licence. I have attached my CV and would welcome the opportunity to discuss the role with you at interview. Thank you for your time and consideration.
Yours sincerely,
Andrei Daniel Costiuc

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
	www.linkedin.com/in/andrei-costiuc-323096407

	Professional Headline
	

	Evidence / Screenshot
	


[bookmark: _Toc240379407]3.5 Application Rationale
Target length: 300 words
I tailored my application to the 1st Line IT Support Analyst vacancy at TechSolutions Ltd by analysing its job description and person specification and identifying the requirements that mattered most: troubleshooting and problem-solving, familiarity with Microsoft 365 and Windows, clear customer-facing communication, accurate ticket logging and documentation, and a reliable, team-oriented approach. These ran through both the core duties and the essential skills, so I made them the backbone of every document.

On my CV, the professional profile names the target role and leads with problem-solving, a calm approach and an interest in Microsoft 365 and Windows. I mirrored the advert’s language in the Key Skills section and ordered it to match these priorities, so a recruiter or applicant tracking system can find them quickly; for the same reason I kept the layout single-column and to one page. As I do not have commercial IT experience, I presented my RetailCo customer service role as transferable evidence of handling enquiries under pressure, resolving issues and working in a team, and I described documentation as an organised record-keeping strength rather than claiming ticketing experience.

My cover letter follows the same order as the requirements: the opening states the role and my degree, the second paragraph uses RetailCo to evidence customer communication and reliability, and the third covers group-project problem-solving, explaining technical information to peers, Microsoft 365 and Windows self-study and basic networking. On LinkedIn, I aligned my headline and About section with the CV profile so that my professional identity is consistent across all three.

I deliberately chose not to overclaim. Instead, I address my main gap, the limited hands-on IT experience identified in my SWOT, through ongoing self-study and my SMART goal. This presents an honest candidate who is actively preparing for first-line support and ready to keep learning on the job.
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