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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.
I chose the Sunbed and Tanning Salon sector because I am a salon owner already. Running my business has given me experience in customer service, staff management, suppliers, marketing and controlling expenses.
According to Kotler, Keller and Chernev (2022) it is important to understand what customer’s need, to be able to build a good relationship and trust.
My aim is to improve my salon’s professionalism and profitability with marketable equipment and increasing the social media presence.

[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.
The Sunbed and Tanning Salon industry is part of the beauty and personal care sector in the UK. It includes independent tanning salons, tanning chains, beauty salons and businesses providing UV tanning and spray tanning services.
According to a Government Scientific report, there were approximately 8,000 tanning salons in the UK, including around 240 in Wales. About 83% were independent). business (Comare,2026)
There is high demand for tanning services, especially among younger adults. According to a Government Consultation, a survey found that 28% of the UK public use commercial sunbed, but limited data makes it difficult to discover if the industry is growing or declining (Department of Health and Social Care, 2026).
The main jobs in tanning salons are salon managers, receptionists, and business owners. Part of the daily activities is customer service, cleaning and maintaining equipment, managing payments, selling tanning products, marketing and communicating with suppliers.
The Sunbed Association (TSA) represents tanning salon operators, and suppliers, provides training and promotes professional standards. This training programme focuses on equipment maintenance, skin types, UV risk and customer safety.
[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.
There are several important skills and qualities needed to work successfully in a tanning salon. 
Good customer service, communication, teamwork and listening skills are important in tanning salons. Being friendly and understanding helps staff meet customers’ needs and make them feel welcome.
Teamwork keeps the salon organised, while problem-solving helps staff handle with complaints. Global Edition Kotler, Keller and Chernev, (2022) states that these qualities are matter because positive customer relationships support loyalty.
As a business owner, I believe that leadership, decision-making and financial management are essential for managing staff, budgets and customer service National Careers Service (n.d.). Financial information also helps managers control costs and improve profitability (Atrill and McLaney, 2024).
Computer, payment, social media and product knowledge skills are also important. Digital skills help manage bookings, attract customers and promote the business (National Careers Service; Chaffey and Ellis-Chadwick, 2022).

[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.

Energy efficiency is an important trend in the tanning industry. Investing in energy-efficient equipment could reduce costs and improve profitability.
Another trend is sustainability, which is becoming more important in the beauty industry (British Beauty Council 2026). Tanning salons can reduce their environmental impact by using LED lighting, reducing packaging and saving energy.
Digital technology and social media help salons attract customers through online bookings, payments and promotions. The British Beauty Council (2024) highlights the importance of social media, while Chaffey and Ellis-Chadwick (2022) explain how digital marketing strengthens the relationship with customers. UV protection is also very important (Department of Health and Social Care, 2026).

[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?
Through running my salon, I have developed skills in customer service, teamwork, staff management and problem-solving. I enjoy building good relationships with customers and with employees.
My future goal is to make my salon more professional. Also, I want to improve my financial management, leadership, digital marketing and knowledge. University studies will help me combine practical experience with academic knowledge to become a more successful business owner.

[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

• Good listener
• Hard-working
• Empathy

	WEAKNESSES / AREAS FOR DEVELOPMENT

• Communication
• Time management
• Eye contact


	OPPORTUNITIES

• Develop leadership and management
• Gaining more confidence in communication
• Using my knowledge to improve my business

	THREATS / CHALLENGES

• Balancing university, business and family life
• Stress to managing different responsibilities
• Lack of time for personal and professional development




Use your SWOT to identify the most important strengths and development needs. Explain why these matter for your career.

My main strengths are being a good listener, hard-working and showing empathy for others. As a business owner, these qualities help me to understand my employees and customers, build positive relationship and create a friendly working environment. Positive feedback for my job always gives me a good feeling and reasons to be proud for myself.
However, I realised that I need to improve my communication skill, time management and eye contact. Sometimes balancing my business, family life and university can be challenging. I also need to improve my English level to a more academic level, to have the opportunity to understand in more depth details and conversations with suppliers.
Improving these skills will help me become a more confident and effective leader. I believe that studying at university gives me an excellent opportunity to develop my knowledge and apply what I learnt into my business.

[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.

As a business owner, emotional intelligence is very important in my daily working life. I communicate with different customers and employees, and I always try to listen carefully and understand their feelings.
Sometimes managing a business can be stressful, especially when I have deal with customer complaints or staff disagreements. But I always try to remain calm, professional and find the best solution for both side without reacting emotionally.
I believe that empathy is one of my biggest strengths, because I am fully aware of other people’s feelings. However, I realised that I need to improve my confidence in communication and maintaining eye contact, especially during difficult conversations.
Being a university student, helps me to develop my teamwork and communication skills, I want to become more confident and be able to use these skills to improve my business environment.

[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.

Gibb’s Reflective Cycle (1988) is a useful model to inspire people to learn from own experience by reflecting their feelings and actions. As a business owner, I often meet challenging situations involving customers and my employees. Sometimes I find difficult conversations uncomfortable, when dealing with staff issues. Applying Gibb’s Model, I can reflect on these experiences, I identify where I need to improve and how I could manage similar situations in the future. This will support my personal development and help me to become a more confident manager.
The work of Navy, S. L. (2020, cited Theory of Human Motivation—Abraham Maslow’s Hierarchy of Needs) suggest that human motivation is affected by different levels of needs, including safety, belonging, and self-awareness. I can successfully apply this theory to my business because I believe that employees are more motivated when they feel respected, supported and appreciated. As a manager, I recognise how important is creating a positive working atmosphere where employees feel valued, recognised and comfortable into expressing their opinions. All this could lead to improve teamwork, motivation and customer service in my business.
As a university student these studies helped me to understand how these theories relate to my personal and business development. Combining academic knowledge with my business experience, I am aiming to strengthen my communication, leadership and decision-making skills. 



[bookmark: _Toc240379401]2.4 SMART Development Goal
	Specific
	What exactly do I want to improve or achieve?
I want to become more confident when communicating with employees, particularly during difficult conversations and decision-making.



	Measurable
	How will I know I have made progress or achieved it?
I will measure my progress by asking for feedback from my team and reflecting on how I manage challenging situations. 



	Achievable
	What actions and resources will make this realistic?
I will develop these skills through university group activities, business experiences and regular self-reflection.



	Relevant
	Why is this important to my career or professional development?
Improving my communication and leadership skills will help me to manage my business more effectively and create a positive working atmosphere. 



	Time-bound
	When will I complete or review this goal?
My goal is to achieve noticeable improvement within six months, reviewing 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
	Salon Assistant

	Organization
	Lextan

	Location
	Cardiff

	Where the vacancy was found
	Lextan.co.uk

	Job Role URL 
	https://www.lextan.co.uk/vacancies/salon-assistant-cardiff-bay/


[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.

Andrea De La Cruz Toke
07988442739
tokeandrea77@gmail.com
Professional Summary
I have experience managing daily operations, staff and customer services. Skilled in leading teams, managing finances, improving customer satisfaction and growing a successful, profitable business. Skilled in social media promotions, and answering for customer’s reviews. Hard worker with positive attitude, empathy and good communication skill.
Education
· University of Wales Trinity st David/Business Skills
2026 - present
· Cardiff and Vale College / Teaching Assistant Level 2 
2016-2017
Experience

Salon Owner -Manager / De La Sun Tanning Salon
2022 – Present
· Manage the daily running of the salon and make sure everything goes smoothly.
· Organise staff schedules, manage expenses and keep track of stock.
· Contact with suppliers
· Make sure customers feel welcome and receive a good service.
· Use social media to attract new customers and keep regular clients.
· Creating promotional advertises 
· Answering for customer reviews
· Work on improving the salon, increasing sales and growing the business.
· Working with Salon Tracker system to manage bookings, saving customer data and taking payments
  Office Administrator / Bruton Knowles
   2019-2022
· Answer telephone calls and respond to customer enquiries.
· Copy, organise and file documents.
· Manage and update customer information and records.
· Help colleagues with daily office tasks.
· Keep the office organised and make sure daily tasks run smoothly
  Office Cleaner / High Reach Cleaning Solution
  2010-2019
· Clean and tidy offices, including desks, floors, kitchens and toilets.
· Empty bins, replace cleaning supplies and keep the workplace clean, safe and organised.
· Working together with other team members and reporting problems for manager
Skills
1. Communication – Communicating clearly with customers, staff and colleagues.
2. Organisation – Managing daily tasks, schedules, documents and customer records.
3. Leadership and Teamwork – Supporting colleagues, managing staff and working well with others.
4. Time Management – Prioritising tasks and completing work on time.
5. Customer Service – Helping customers, solving problems and making sure they have a positive experience.
6. Digital Skills – word, excel, power point, taking payments

Languages
· Hungarian: Native
· English: C1

References
     Available upon request.


[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.
Andrea De La Cruz Toke
Tel: 07988442739
Email: tokeandrea77@gmail.com
To: Lextan Manager
Subject: Salon Assistant Job Application
Dear Lextan Management,
I am writing to express my interest in joining the team at Lextan. I have several years of experience in customer service, business management, digital skills and working with people. I believe my skills and experience would make me a valuable member of your team.
Since 2022, I have been running my own tanning salon, De La Sun. This has given me valuable experience in dealing with customers, managing staff, organising daily tasks, contacting with suppliers, and making sure the salon runs smoothly. I understand how important it is to provide a friendly, welcoming and professional service, and dealing with customer and staff complaints especially in the tanning industry.
Before I am running my own business, I worked as an Office Administrator at Bruton Knowles, where I developed communication, organisation, digital skills and teamwork skills. I also worked for High Reach Cleaning Solution, where I learned the importance of cleanliness, hygiene and maintaining a safe working environment.
I am currently studying Business Skills at the University of Wales Trinity Saint David to improve my knowledge and develop my professional skills.
I am a hardworking, friendly and reliable person who enjoys helping customers and working as part of a team. I speak fluent Hungarian and English, and I am confident communicating with people from different backgrounds. I believe that good communication and friendly but professional management is the key for running a salon smoothly. 
I would welcome the opportunity to bring my experience and positive attitude to Lextan. Thank you for taking the time to consider my application. I look forward to hearing from you.
Kind regards,
Andrea De La Cruz Toke


[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
	www.linkedin.com/in/andrea-de-la-cruz-toke-31496ab0 

	Professional Headline
	Andrea De La Cruz Toke
Greater Cardiff Area Contact Info
14 followers 14 connections
See your mutual connections
Join to view profile
Message
De La Sun Tanning Salon

Prifysgol Cymru Y Drindod Dewi Sant / University of Wales Trinity Saint David


	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.
I have tailored my application for a position of Salon Assistant at Lextan by focusing on my experience in the tanning industry, customer service, teamwork and business management. I wanted my CV, cover letter and LinkedIn profile to show that I have the right skills and experience for the role and showing that I am the best choice for this position.
The main requirements I focused on were good customer service, communication, cleanliness, teamwork and understanding how a tanning salon operates. These are important skills because customers expect a friendly, professional and safe atmosphere when visiting a tanning salon.
In my CV, I highlighted my experience as the owner and manager of De La Sun Tanning Salon since 2022. This shows that I understand the daily running of a salon, including dealing with customers, managing staff, contact with suppliers and keeping the workplace clean and welcoming. I also included my previous experience as an office administrator because it helped me develop my communication, organisation, problem-solving skills and digital skills.
In my cover letter, I explained why I would like to work at Lextan and how my previous experience could benefit the company. I focused on my ability to work with customers, support colleagues and maintain a professional and friendly working environment. I also mentioned that I am currently studying Business Skills at the University of Wales Trinity Saint David, which shows my interest in learning and improving my knowledge.
For my LinkedIn profile, I focused on presenting my work experience, education and key skills in a clear and professional way. I wanted employers to understand my background and see how my experience connects to the role.
Overall, I tried to make my application clear, honest and relevant to Lextan, showing that I have practical experience, enjoy working with people and am willing to continue learning.
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