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[bookmark: _Toc240379391]Element 1: Career Sector Investigation
1.1 [bookmark: _Toc240379392]My Chosen Sector or Business Area
I have chosen the retail sector because I am interested in starting my own business and becoming self employed in the future. My idea is to create a shop that offers a range of products that might not be easily available in other local shops. I would like products from different countries so that my shop can offer a wider variety of products and there can be something for everyone. I think this would make my business different from other shops and give customers the opportunity to discover products from different cultures and countries.
1.2 [bookmark: _Toc240379393]Sector / Business Area Research
The retail sector involves businesses selling products directly to customers through physical shops, online shops or both. It includes small independent businesses as well as bigger national and international retailers. Day to day tasks include buying and managing stock, working with suppliers, serving customers, processing payments and promoting products. The Office for national statistics, (2026) stated that online shopping made up 28.8% of total retail sales in Great Britain in august 2026. Showing the importance of online shopping for businesses. 
1.3 [bookmark: _Toc240379394]Skills, Qualities and Attributes Valued by Employers
[bookmark: _Toc240379395]Important skills in retail include communication, customer service, organisation, teamwork and digital skills. These are important because retail involves understanding customer needs and providing a good shopping experience. By researching i saw that skills England identifies customer service, stock, management, communication and the use of digital technology as important areas within retail work (skills England, n.d.). For my own business, I would also need financial and organisation skills to help me manage costs, suppliers, stocks and profits. Getting these skills would help me become more confident when managing my business.
1.4 Current Trends Affecting the Sector
A lot of current trends are affecting the retail sector including the cost of living, changing customer spending habits, online shopping and more competition. Many people are becoming more careful with their money and looking for good value because people are finding it harder to pay for everyday basics let alone anything else. Retailers are also using social media to promote products and compete for customers. These trends mean that my business would need to offer competitive prices, a good customer experience and both in store and online shopping options.





1.5 [bookmark: _Toc240379396]Personal Career Fit
This business area fits my future career goal because I would love to own my own business and be my own boss as well as having something my children could also join and work for if they wanted to. Retail is an industry that really excites me because I like the idea of choosing products, creating my own brand and giving customers what they want. However I do know that I need to develop my financial management, marketing and leadership skills. And I would also need to learn more about how I find reliable suppliers and importing products. Developing these things will help me to work towards my long term goal of owning a successful retail business.






















[bookmark: _Toc240379397]Element 2: Skills Audit and Professional Development Plan
My professional development is important because I am building my knowledge, my skills and confidence that I need for my future business career. University has helped me realise that my main strengths are communication, creativity, staying resilient and always wanting to learn more. I have also recognised my areas for development like being very confident in formal situations, digital skills and time management. looking back at these areas will help me become more prepared for employment and my long term ambition of running my own shop and online business in future.
[bookmark: _Toc240379398]2.1 Personal SWOT Analysis
	STRENGTHS

• good communication with all people 
• teamwork skills
• wiling to learn 

	WEAKNESSES / AREAS FOR DEVELOPMENT

• confidence when speaking in unfamiliar situations
• time management 
• Digital skills


	OPPORTUNITIES

• continue with my university learning 
•  courses on linked in 
•  future work experience 

	THREATS / CHALLENGES

• balancing my business with family responsibilities 
• limited professional experience 
• financial risks having children I need to make sure I am making the right financial decisions




My SWOT shows that improving my confidence, time management and business experience are important priorities. These skills will strengthen my professional development, help me balance responsibilities and prepare me for my future business.

[bookmark: _Toc240379399]2.2 Emotional Intelligence and Professional Behaviour
Emotional intelligence involves recognising and managing my own emotions while understanding the feelings of others (coleman,1995). While being at university the group activities have helped me with practicing my communication with different people and ive also learnt that professional behaviour is listening, respecting different opinions and accepting feedback and staying positive when I feel nervous or under pressure. I know that improving my confidence will help me work more effectively in professional situations.
[bookmark: _Toc240379400]2.3 Applying Theories or Models
Gibbs reflective cycle helps me learn from things by looking at what happened, my feelings, what went well, what I could improve, what I learned and what I would do differently next time. I could use this after group activities to understand why I may lack confidence and create a action plan to improve. And maslows hierarchy of needs explains that everyones driven by different things weather that’s fitting in or just becoming the best version of themselves. For me achieving my university goals can increase my confidence while also developing my skills can help me further progress towards my career.
[bookmark: _Toc240379401]2.4 SMART Development Goal
	Specific
	Improve my confidence, get more practical business experience, better my time management and digital skills for my future goal



	Measurable
	I will measure my progress by taking part in open discussions, gaining practical experience through university or business opportunities, use my folder to better organize myself and test myself on my digital skills



	Achievable
	I can achieve this by practicing speaking and presenting, ask for feedback, looking for business opportunities and doing linkedin for digital skills



	Relevant
	These skills will help me manage my future business, promote products online, and develop online store selling products.



	Time-bound
	I will review my progress after six months and check for further development 


















[bookmark: _Toc240379402]Element 3: Recruitment Application Pack
[bookmark: _Toc240379403]3.1 Selected Job Role
	Job Title
	Nursery Assistant

	Organisation
	Happy days nursery Broadmeadow

	Location
	Teignmouth

	Where the vacancy was found
	Indeed

	Job Role URL 
	https://uk.indeed.com/viewjob?jk=f5a66393a9d895a2&from=appshareios


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

[bookmark: _Toc240379405]3.3 Cover Letter
Dear hiring manager,
I am writing to apply for the nursery assistant position. I am a caring, patient and enthusiastic person with an interest in early years education and childrens development. I hold a level 3 qualification in early years childcare and a paediatric first aid certificate, and I have experience volunteering at little acorns nursery. During my time at the nursery, I helped prepare educational activities, supported children during play and daily routines, and helped maintain a clean and safe environment. I also helped with preparing snacks and drinks while following childrens individual requirements. These tasks helped me understand the importance of patience, teamwork and ensuring children feel welcome, included and supported. I understand that children develop at different rates and have individual needs. As a nursery assistant I would encourage children to participate in activities, communicate positively with them and help build their confidence and independence. I would aim to create an atmosphere where children feel safe to explore, learn and develop relationships. I recognise that safeguarding, hygiene and health and safety are essential responsibilities in nursery. I would follow the schools policies, keep professional boundaries and report concerns to the members of staff in charge. My paediatric first aid certificate has given me the start for understanding the importance of responding calmly if an incident happens. I would ask for help if I was unsure about a procedure. I believe teamwork and communication is important for providing consistent care. I would listen to instructions, share information appropriately and treat children, parents and colleagues with respect. I am willing to learn to learn from feedback and continue developing my knowledge and practical skills. I would love the opportunity to bring my positive attitude, reliability and enthusiasm to your nursery while gaining experience in childcare. Thankyou for considering my application. I look forward to discussing my suitability for the role.
Kind regards, Keira lea Griffiths.
[bookmark: _Toc240379406]3.4 LinkedIn Profile

	LinkedIn Profile URL
	https://www.linkedin.com/in/keira-griffiths-146180409?utm_source=share_via&utm_content=profile&utm_medium=member_ios

	Professional Headline
	Student

	Evidence / Screenshot
	[image: ]


[bookmark: _Toc240379407]3.5 Application Rationale
I tailored my application to the nursery assistant position and the happy days nursey in Broadmeadow by focusing on the skills, qualifications and experience that is relevant to the early ears childcare. I prioritised communication, teamwork, patience, safeguarding and supporting childrens learning and development. As these are important requirements for working in a nursery environment. For my cv I added in my level 3 qualification in early years childcare, paediatric first aid certificate and previous nursery volunteering experience. I also added examples of me supporting  childrens play activities, helping with daily routines, maintaining a safe environment and following safeguarding rules. These details show my understanding of childrens needs and the responsibilities involved in childcare. I matched my cover letter to what the nursery assistant job was looking for and showing my interest in supporting childrens learning, development and emotional wellbeing. I highlighted my caring and patient nature, ability to work as a part of a team and my passion for making a safe welcoming environment. This helped for why my skills and experience was relevant to this job. For my linked in profile I just added my profile photo, showed that im a student at the university of wales trinity st David along with my skills and interests. I noticed that a professional online profile can help employers understand my career interests and weather or not im suitable for childcare opportunities. Overall I tailored each part of my application to match the requirements for the selected role. By highlighting relevant qualifications, practical experience and personal qualities, I aimed to show that I understood the responsibilities of a nursery assistant and that I could contribute positively to the nursery team.
[bookmark: _Toc240379408]Reference List
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SUMMARY

Caring, patient and enthusiastic individual with a genuine interest in early years education and children's development. Holds a
Level 3 qualification in Early Years Childcare and a Paediatric First Aid Certificate, with previous experience volunteering in a

nursery. Understands the importance of providing a safe, welcoming and stimulating environment where children can learn, play

and develop confidence. Communicates positively, works well as part of a team and is committed to supporting children's
individual needs and emotional wellbeing.

EXPERIENCE

Nursery Volunteer | 09/2024 — 06/2025
Little Acorns Nursery
« Assisted with preparing creative and educational activities to encourage children's learning and development.
« Supported children during play and daily routines, helping them feel comfortable, included and supported.
+ Helped maintain a clean, tidy and safe environment by following nursery hygiene and safety procedures.
« Followed nursery procedures and safeguarding guidance to help protect children's welfare.
« Assisted with preparing snacks, meals and drinks when needed, while following individual requirements.
« Worked alongside nursery staff and followed instructions to support children's needs and daily activities.
+ Recognised the importance of patience, kindness and positive encouragement when interacting with young children.

KEY SKILLS
« Positive communication with children, colleagues and parents « Awareness of safeguarding and child protection
« Teamwork and cooperation « Understanding of hygiene, health and safety
« Patience, empathy and understanding of children's emotions « Awareness of children's individual and dietary needs
« Supporting play, learning and development « Creativity when supporting educational activities
« Organisation and time management « Willingness to learn and respond to feedback

EDUCATION & CERTIFICATIONS

Level 3 Early Years: Childcare
City of Bristol College, Bristol

Paediatric First Aid Certificate
Training Centre, Bristol

GCSEs: English
City of Bristol College, Bristol

GCSEs: Maths
City of Bristol College, Bristol

ADDITIONAL STRENGTHS

2024

2024

2022

2022

Alongside my qualifications and experience, | understand that nursery assistants need to be dependable, attentive and respectful.

I would make sure | follow instructions, ask questions when | am unsure and communicate concerns to the appropriate staff

member. | value creating an inclusive environment where every child is treated fairly and encouraged to take part. | am also willing

to learn from feedback, develop my childcare knowledge and adapt to the nursery’s routines. | understand that positive
relationships, consistency and good role modelling help children feel secure and supported throughout their day.




