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Introduction:
This portfolio has been developed in preparation for a mock interview foe the position of Business Development Manager at myPOS in Birmingham, this will demonstrate my understanding of employability skills and my readiness to pursue a career within the business sector. The portfolio includes an analysis of the role, review of my personal strengths, and explanation of how my CV and cover letter have been prepared, and strategies used to prepare for the interview process. Through this assessment, I aim to prove and show my skills and ambitions along with the requirements for the role. 

[bookmark: _Toc233206835][bookmark: _Toc233206867][image: ]Job role:
This role of a business Development Manager involves identifying new business opportunities, building relationships with client and contributing to organisational growth. This position requires excellent communication, leadership and analytical skills. Business Development Manager are responsible for maintain customer relationships, negotiating agreements and sorting the achievements of company objectives. 
Key responsibilities include:
· Generating new business for the company 
· Approaching new business 
· Identify potential new business opportunities and build long-term relationship 
· Try and sell additional products and services to businesses 
· Represent UTP in a professional manner 
Success in this profession depends not only on technical knowledge but also on the ability to adapt to changing circumstances and maintain positive relationship with customer and stakeholder 
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Throughout my studies in Business Skills for the Workplace, I have gained valuable experience that has helped me develop important qualities required within a professional environment. Having the opportunity to work in groups activities has improved my communication skills and organisational skills while strengthening my confident when interacting with other.
I believe that one of my greatest strengths is my ability too remain committed to completing task to a high standard. I am dependable, willing to learn and able to cooperate effectively with other people. Therefore, these characteristics enable me to contribute positively when working as part of a team.
Although, I continue to develop my leadership experience, I believe that the importance of continuous learning and self-improvement, I am committed to building my knowledge and gaining further experience that will improve myself and that will support my further career progression. 
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My CV has been carefully structured to present my knowledge, skill and achievements in a clear and professional manner. My CV is based around the business development, including communication, teamwork, problem-solving and adaptability.
The cover letter has been written to demonstrate my interest in the position and my enthusiasm for pursuing a career in business management. It explains how my education and personal qualities make me a suitable candidate and highlights my willingness to contribute positively to the organisation.
These documents provide a strong representation of my abilities and demonstrate my commitment to professional development.
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Preparing for the interview involved researching the responsibilities associated with the role and considering the type of questions that employers commonly ask. This will allow me to reflect on my experiences and identify example that illustrate my abilities.
Typical question might be asked:
· Tell me about yourself
· What motivates you to apply for this role?
· Which qualities do you consider to be your greatest strengths?
· Describe a situation where you worked successfully with other.
· How do you respond when faced with challenges?

To structure my answer effectively during the interview, I intend to use the CAR method {Challenge, Action, Result}, this approach enable me to explain situation clearly, describe the action I took and demonstrate the positive outcome achieved. University group project, this method ensure that responses remain concise, professional and relevant to the position.
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Challenge: during a university group project, the team experienced difficulties coordinating task and meting deadline because a member had different schedules and priorities.
Action: I suggest dividing responsibilities according to each person’s strengths and created a shared timeline to monitor progress and improve communication between team members.
Result: the assignment was completed successfully a submitted-on time. The experience improved my organisational, communication and teamwork skills, all of which are important qualities for a Business Development Manager.
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Developing employability skills sometime is quite difficult, but they are an essential for achieving long-term success in a professional environment. Through my studies, I believe that I have strengthened my communication, teamwork, and time-management abilities. These skills are transferable and can be applied across different areas of business. 
Also, I have learned the importances of professionalism, responsibility and continuous improvements. I believe these qualities will help me adapt to future challenges and support my ambition to progress within the business sector. 
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In conclusion, tis portfolio has enabled me to evaluate my suitability for the position of Business Developer Manager and to reflect on the skill required within the industry. Producing tailored application documents and preparing for the interview process has increased my confidence and strengthened my understanding of professional business and expectations. I believe that this experience will contribute significantly to my personal development and will support my future career ambitions.  
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Monica-Eva Caraian
 
Dear Hiring Manager,
I am writing to express my interest in the position of Business Development Manager at myPOS in Birmingham.
I am currently studying Business Skills for Workplace and ii am keen to develop my career within a dynamic and innovative business environment. The opportunity to join myPOS particularly appeals to me because of the company’s commitment to supporting businesses through modern payment solution and continue growth within the financial technology sector.
During my studies, I have developed valuable transferable skills including communication, teamwork, organisation and problem-solving, by working on individual and group projects has strengthened my ability to collaborate with other, manage competing priorities and present ideas clearly and professionally. 
I see myself as a very motivated, adaptable and eager to learn. I enjoy building positive relationships with other and I am confident in my ability to contribute positively to both customers and colleagues, I believe these qualities a very important when working in a business and it is important to understand customer needs and developing long-term relationship are key to success 
Although, I am at the beginning of my career and professional journey within the business sector I believe that I am enthusiastic about developing new skills and taking on new challenges. I am particularly interested in this position because it offers the opportunity to business growth while gaining valuable experience within a forward-thinking organisation.
Thank you for taking the time to consider my application. I would welcome the opportunity to discuss my suitability for the role further and explain how my skills, motivation and ambition would enable me to make a positive contribution to myPOS.

Yours faithfully. 
Monica-Eva Caraian  

Monica-Eva Caraian
Address: 153 Sunningdale Road
Email: monicacaraian53@gmailcom
Phone Number: 07587924283

	Monica Eva Caraian



Profile:
A hardworking, reliable and motivated and enthusiastic individual who is keen to further develop a career within customer focused environments. Possessed excellent communications skills with the ability to relate effectively with people with at all levels and extremely well organised with the ability to priorities workload in order to meet target and deadline. Will offer a high level of professionalism and dedication in return for a role that offers development. 

	Abilities & Skills 



Keys Skills:
· Punctual: takes pride in time management and can be relied upon 
· Flexible approach: willing to work unsociable hours and outside of shift pattern 
· Excellent Team player: always on hand to support other when required
· Calm under pressure: ability to solve difficult situation and find positive solutions 
· IT Literate: proficient in the use of MS Office packages and software

	Past work experience



Work History:
Front counter at McDonalds – sept 2024
· Gretting customer nicely and in a polit way 
· Making always sure the environment is clean and safe to use 
· Making sure enough stock was available 
· Taking payments from customers
· Serving customer their food and drinks and make sure all is in order

Working in a Warehouse:
· Responsible for everything going down in the warehouse 
· Receiving and checking deliveries
· Picking, packing, and preparing orders for dispatch
· Organising stock and assisting with inventory management
· Following company procedures and health and safety regulations
· Working effectively as part of a team to ensure customer orders were completed accurately

Working in a Office:
· Answering telephones calls and responding to emails 
· Filling and organising documents and records 
· Entering and updating information accurately on computer systems 
· Schn and ensuring scheduling appointments and managing diaries
· Preparing and processing paperwork
· Maintaining confidential information and ensuring accuracy 
· Working effectively in a team and meeting deadlines
· Maintain a professional and organised office environment 

	Past Education



Education & Training 
Secondary school 
· Level 1: English 
· Level 1: Maths 
· Level 1: Science 
· Level 1: History
GCSEs


Sixth form 
· Level 4: Business
· Level 4: IT 
Trinity Saint David University:
· Level 4: skills – ongoing  

	Interest



Hobbies & Interest:
I am an extremely knee reader and enjoy reading any types of books including fact, fiction, educational and crime books. I enjoy taking new information as I find I absorb and retain it well. I enjoys writing very much as I can express my feeling through writing. I also feel like I am a very positive person and I like to listen to people and use their advice to improve myself. 
Languages:
Romanian – Fluent 
English - Fluent
Spanish – currently learning 

	Reference 



Reference available upon request
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