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3Employability and Career Development  

Skills and Knowledge Needed to Work Effectively as a Finance Assistant



Introduction
In the modern workplace, finance professionals play a vital role in ensuring that organisations manage resources effectively and maintain financial integrity. My preferred future job is to work as a Finance Assistant in a corporate office setting. This position involves supporting accountants and financial managers by maintaining records, processing invoices, reconciling accounts, and assisting with budget reports. The role requires a combination of technical, analytical, and interpersonal skills to contribute effectively to organisational goals. This essay reflects on the skills and knowledge needed for a Finance Assistant, evaluates my current competencies using self-awareness tools, and develops a personal development plan (PDP) to address identified gaps. It also explores how the Employability and Career Development module has improved my employability skills and concludes with the next steps I plan to take toward achieving my career objective.

Evaluation of Key Skills Required for a Finance Assistant

To identify the skills required for a Finance Assistant in corporate finance, I compared job advertisements from Reed (2024), Indeed (2024), and Hays Recruitment (2024). Across these postings, several key competencies were consistently highlighted:

Analytical and Numerical Skills
Employers require candidates who can accurately analyse figures, reconcile accounts, and identify discrepancies. Finance Assistants need to manage large volumes of numerical data and ensure accuracy in financial reports (Atrill & McLaney, 2022). Analytical skills enable employees to interpret financial information to support business decisions.

Attention to Detail and Accuracy
Financial data must be precise, as errors can lead to significant consequences. According to Reed’s (2024) job posting, accuracy and attention to detail are among the top requirements for Finance Assistants. Covey (2020) notes that reliability and precision in task completion build trust and efficiency in team environments.

Technical and IT Proficiency
Modern finance roles require competence in using software such as Microsoft Excel, Sage, or Xero for budgeting and financial reporting. Hays (2024) emphasised “advanced Excel skills and familiarity with accounting software” as essential. As business operations become more digital, technological literacy is a key employability skill (Doyle, 2022).

Communication and Teamwork Skills 
Finance Assistants frequently liaise with internal departments, suppliers, and external auditors. Effective communication ensures that financial processes run smoothly, and that data is reported accurately (Robbins & Judge, 2019). Interpersonal skills are also necessary for collaborating with colleagues and explaining complex financial information to non-finance staff. 

Organisational and Time Management Skills
Meeting monthly deadlines for invoices, payroll, and reports requires strong time management and organisation. Covey (2020) highlights that effective time management allows individuals to prioritise urgent and important tasks, which is essential in finance where timeliness affects business operations. 




Ethical Awareness and Confidentiality
Working with sensitive financial information requires integrity and confidentiality. Employers expect Finance Assistants to adhere to ethical standards and maintain data security (CIMA, 2023).

Overall, the comparison of job descriptions shows that Finance Assistants must combine technical expertise with transferable skills such as communication, organisation, and integrity to perform effectively within a corporate team.

Evaluation of My Own Skills and Competencies (SWOT Analysis)

To assess my current abilities, I used self-awareness tools such as the Johari Window and the Belbin Team Roles framework introduced in this module. These helped me identify my personal strengths, weaknesses, opportunities, and threats (Belbin, 2010).

	Strengths
	Weaknesses

	Strong numerical and analytical thinking
	Limited professional finance experience

	Proficient in Microsoft Excel and digital tools
	Lack of familiarity with accounting software like Sage

	Excellent organisation and punctuality
	Hesitation in presenting data confidently

	Strong written communication skills
	Limited knowledge of financial regulations

	Opportunities
	Threats

	Networking through career fairs and LinkedIn
	High competition for entry-level finance roles

	Networking through career fairs and LinkedIn
	Technological changes requiring continuous learning

	Mentoring opportunities at current workplace
	Balancing study and part-time work commitments


Reflection on SWOT Findings
My strengths in organisation, numeracy, and communication align with many of the skills required for a Finance Assistant. However, I have limited experience with accounting software and need to develop a deeper understanding of corporate finance practices. Kolb’s (2014) experiential learning theory suggests that learning through real-world practice and reflection is essential for professional growth. Therefore, gaining practical experience through internships or part-time finance roles would help me bridge this gap.

Personal Development Plan

	Career Objective
	Actions to Achieve Objective
	Timeframe
	Resources Required
	Success Indicators

	Improve technical skills in accounting software
	Complete an online course in Sage or Xero
	6 months
	LinkedIn Learning / AAT resources
	Certificate completion; increased software confidence

	Gain practical finance experience
	Apply for finance-related internships or part-time roles
	6–12 months
	Job search platforms; career centre support
	Securing an internship or assistant role

	Develop confidence in data presentation
	Practice presenting financial reports in study groups or volunteering roles
	6 months
	Feedback from peers/supervisors
	Improved communication and feedback

	Strengthen financial knowledge and ethics
	Attend finance seminars and read industry reports
	Ongoing
	CIMA resources and professional blogs
	Demonstrated understanding in discussions and reports

	Expand professional network
	Connect with finance professionals on LinkedIn
	Ongoing
	LinkedIn access
	Number of professional connections and mentorship established






According to Moon (2013), effective PDPs are specific, measurable, achievable, relevant, and time-bound (SMART). This plan provides clear actions that will enable me to build technical capability and professional confidence in finance.

Reflection on How the Module Improved My Employability Skills

The Employability and Career Development module has been instrumental in enhancing my personal and professional growth.

Mock Interview (Week 7)
The mock interview experience improved my ability to communicate my skills clearly and professionally. By applying the STAR (Situation, Task, Action, Result) method, I learned how to structure my answers effectively — a valuable skill for future job applications (Knight & Yorke, 2004). Feedback from the interview encouraged me to speak with greater confidence about my technical skills.

Group Work and Presentations
Collaborative activities throughout the module developed my teamwork and interpersonal skills. Using Belbin’s (2010) team role theory, I identified myself as a “Completer Finisher,” someone who pays attention to detail — a strength directly transferable to finance roles where precision is critical.

Self-Assessment and Reflection
Engaging with self-awareness tools, such as the SWOT analysis and Johari Window, helped me identify gaps in my technical knowledge and professional confidence. Self-reflection, as Kolb (2014) argues, allows individuals to transform experience into learning, which has encouraged me to adopt a growth mindset in developing new skills.


Time Management and Organisation
Balancing academic deadlines with part-time work enhanced my ability to prioritise and plan effectively. Covey’s (2020) principles of time management have helped me allocate my efforts based on importance and urgency — a practice essential in managing finance tasks under pressure.

Digital and Employability Skills
Completing assignments and collaborating via digital platforms such as Excel and Teams improved my technological fluency, which aligns with the expectations of corporate employers (Doyle, 2022).

Overall, the module has significantly improved my employability by developing transferable skills such as teamwork, reflection, communication, and digital literacy — all of which are crucial for a Finance Assistant.

Next Steps
Based on my reflections and PDP, the next steps in my career development are as follows:
Enrol in an AAT Level 3 or online accounting software course to gain technical finance knowledge.

Apply for entry-level finance internships or assistant positions in corporate environments to gain hands-on experience.

Seek mentorship from a finance professional to receive guidance and feedback on my development.

Continue networking on LinkedIn and participate in finance webinars to stay updated on industry trends.

Regularly review and update my PDP every six months to monitor progress and adapt goals as needed.

These actions will ensure consistent professional development and bring me closer to achieving my long-term goal of becoming a qualified Finance Assistant and, eventually, progressing to higher-level finance roles.

Conclusion
This reflective essay has explored the essential skills and knowledge required to work effectively as a Finance Assistant in a corporate setting. By comparing job advertisements and engaging with employability concepts, I have identified analytical skills, accuracy, communication, organisation, and ethical awareness as key competencies. My self-evaluation revealed strengths in organisation and numeracy, but also areas for improvement in technical accounting skills and confidence. The module has played a vital role in enhancing my self-awareness, time management, and communication. Through continuous learning, practical experience, and networking, I am confident that I will achieve my career goal and contribute effectively to any corporate finance team in the future.
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