
Skills for the Workplace
Module Assignment Submission 

Student Name:	Jessica Catherine Valdivia Canales
Student Number:	1917878
Module No:	BMSK4001
Module Title:	Academic and Employability Skills


Statement of Confirmation of Authenticity
By the act of making this submission, the student declares that this is the work of the student named above. The work has not, in whole or in part, been knowingly presented elsewhere for assessment, or where assessment has been built on a previous assessment, this has been identified. Where materials have been used from other sources it has been properly acknowledged. If this statement is untrue, the student acknowledges that an assessment offence has been committed.
Attention is drawn to the plagiarism and unfair practice policies of both the University and of ILM.


Table of Contents
Introduction	3
Part 1 Employability	3
1.0	Explore ‘Leadership Employability Skills’ in general	3
1.2 Evaluate own Leadership Employability skills	6
1.2.1 Current Employability skills	6
Gap Analysis to identify ‘gaps’ in knowledge/skills	8
1.2.2 Action Plan for Improvement	9
1.2.3 Conclusion	9
Part 2: Academic Skills	10
Introduction	10
2.0 Reflection on Academic Skills required for University Level Study	10
2.1 Evaluate own Academic Skills	11
2.1.1 Current Academic Skills	11
Gap Analysis to identify ‘gaps’ in knowledge/skills	12
2.1.2 Action Plan for Improvement	13
2.1.3 Conclusion	13
References	14
Appendices	15



[bookmark: _GoBack]

[bookmark: _Toc456901515][bookmark: _Toc36241159]Introduction 

This assignment will focus firstly on general leadership employability and management skills by researching the academic materials and evaluating all topics related to that subject. The research will use current, relevant, applicable, authoritative, and fit for purpose (CRAAP) information. Soft and hard skills will be researched for my own understanding. They will be discussed if found to be relevant to this study and current management positions in accountancy. The assignment then looks at evaluating my own leadership employability skills and my current skills. A reflective evaluation will be performed to see what my current skills and knowledge are and what the gaps are compared to a typical accountancy management position. Then an action plan will be developed as part of my personal development plan (PDP). 
[bookmark: _Toc36241160]Part 1 Employability 
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1.0 [bookmark: _Toc498692289][bookmark: _Toc36241161]Explore ‘Leadership Employability Skills’ in general

It is clear from literature that leadership employability skills are crucial. Employability skills are essential skills required in almost any job and they make a person desirable to an organization (Doyle, 2019). The author also stresses how important soft and hard skills are today. Although it can vary by industry and job, she suggests the most important soft skills are based around communication and teamwork, and the hard skills around basic (though newer) technology.
Trought (2003) suggests that employers need clear evidence about abilities and competences. Trought also mentioned you can demonstrate your skills through your experiences, and, furthermore, by judging yourself you can increase your skill development. The author agrees with Doyle (2019) about soft skills becoming increasingly important in today’s economy. Furthermore, and in agreement with Bridger (2015), Trought (2003) argues that “97% of employers believe that soft skills (in particular teamwork and communication) are essential to business success and are becoming increasingly more important than academic results”. These are valid assertions because when carrying out the research about management jobs, the two skills that are in the all candidate descriptions as a ‘must have’ skill (Appendix A). The two skills mentioned are very important for employers who are looking for employees in leadership and management positions. They are described by Doyle (2019) as specific skills that you can get through the knowledge, abilities and experience needed to perform a job. 
Doyle (2019) also mentions other non-quantifiable soft skills such as problem solving, listening, attention to detail, critical thinking, and empathy. And, in addition to this, other quantifiable hard skills as learning and computing skills are specific knowledge and abilities required for success in a job. These are also seen as transferable skills because you can apply them to a job in any industry.
According to Adair (2009), ideas about leadership are changing because today people are better educated, so he thinks this new century is looking for “good leaders and leaders for good”. He makes the point that if people want to become a leader they should “stimulate their own awareness of leadership in all its aspects” and make improvements to their own leadership ability. This “ability is one of the attributes of the successful manager” suggests Norris (2005), and they should also have the right knowledge of the different values in the society. 
Adair (2009) described three different roles of leadership: team, operational and strategic. The last one is the high level of leadership. He also argues that a good leader should have other qualities such as initiative, perseverance, integrity, humour, tact, and compassion. Bridger (2015) asserts that she has no doubt the “capability of leaders and managers to engage their teams is critical to employee engagement”. In broad agreement with this, Rees and Porter (2015) describe management as “achieving results through others”.
In addition of the Employability Skills described above, it is important to describe some of those important skills to have specifically for a position of leadership and management: teamwork, communication skills, time management, delegation, problem solving, transferable skills, and self-evaluation.
Doyle (2019) suggest teamwork is a very important skill in almost every industry and individual company because the purpose is the same: to reach goals. Employees with strong teamwork skills can demonstrate leadership, good communication, collaboration, positive attitudes, and help a team be more productive.
In terms of communication or ‘interpersonal skills’, Covey (1989), describes this as “seek first to understand, then to be understood”. This is the key principle for him in interpersonal communication, based on 4 basic types: speaking, listening, reading and writing. The author argues that the ability to do all of them well is critical to your effectiveness, but communication is the most important skill in life - despite that we don’t learn much about listening skills to understand other human being. Adair (2003) suggests that listening is the forgotten skill in communication. It is more than just hearing; it is the giving of thoughtful attention to another person whilst they are speaking.
Covey (1989) describes time management as the skills to “organize and execute around priorities”. He described this as challenging to manage our self instead of managing time, to get the satisfaction in the results we are expecting. The author mentions two factors that interfere in the results we want to achieve:  the urgent and the important. First one is visual and required immediate attention, the second one contributes our mission, values and the priority results.
Rees and Porter (2015) describe delegation as a skill that is part of every management position, but not all tasks can be delegated. The authors label the skills as a “person giving authority to someone to act on their behalf”. The task is giving to others but not the responsibility. In a similar vein, Adair (2009) suggests that a good leader should delegate, giving to a subordinate the authority and freedom to do a task with the confidence and trust they can do the job successfully. The author also made clear delegation can only happen if the people have been selected and trained for the job.
Doyle (2019) considers problem solving as a soft skill, and that personal strength and aptitude for creative and effective problem-solving is demanded by most employers in job positions. However, a broad search of the literature suggests it can be a hard skill learned by way of courses in root cause analysis and 5 Whys.
Transferable skills (soft and hard) are important skills developed through work experience and they can be easy transferable into other positions or new jobs (Doyle 2019). Knowing this allows a company to have a better understanding of the potential impact the employee can make on the business.
Rees and Porter (2015) suggest self-evaluation is the best way to achieve results. It will encourage the employee to get engage in self-appraisal because they can be stricter with themselves than when it is done by others. When they receive their own evaluation, it may easier to accept and, therefore, they don’t get demoralized and not accept the suggested improvements of others thereby affecting the qualities in their performance.
In terms reflection, Gilmore and Rees (2005) discuss Kolb’s ‘learning cycle’ which is a reflective technique best suited to vocational learning. From the perspective of academics, one of the most famous authors in the Reflection Model is Gibbs (1988) who developed a Reflective Cycle (Appendix D) that covers 6 stages and provides a structure to learn from experiences. This cycle offers a framework for analysing experiences, can be applied in different situations and given its cyclic nature it works well for repeated experiences, allowing you to learn and plan from things that have good results or not. These are the steps, and you can apply different questions to answer them in the best way suit to your experience, as you can see in Appendix D:
1. Description of the experience
2. Feelings and thoughts about the experience
3. Evaluation of the experience, both good and bad
4. Analysis to make sense of the situation
5. Conclusion about what you learned and what you could have done differently 
6. Action plan for how you would deal with similar situations in the future, or general changes you might find appropriate.
[bookmark: _Toc498692292]
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With reference to my curriculum (Appendix B), and according to the study and research done about employability skills, I have a range of employability skills from my 14 years of work experience. In my first job in an accountancy office, I developed the soft skills teamwork and communication skills. In a group of around 10 accountants, our team goal was to finish the client’s Final Preparation Accounts. I further developed my interpersonal skills by having a direct relationship with the owners and secretaries of the different companies. I was very young, so it was a real challenge for me, even though I considered myself a very sociable person. I can engage very well with different level of people and areas, but I sometimes feel nervous and anxious to talk in front of a group or manager and give my opinion in meetings.
This weakness I developed even more in my second job where I worked 10 years. It was a Government job in the Bankruptcy and Insolvency department. Teamwork and communication were the main skills required here. I worked in a team with lawyers, auditors, and secretaries to achieve the goals doing reports about different companies in insolvency. I had special tasks delegated from the main auditor, and so I had to be aware of time management and achieving objectives. Annually I had to perform a self-evaluation concerning my tasks and personal skills as well, this self-evaluation was used to compare with the manager’s evaluation, and I could appeal if I thought it was unfair. I never had management or leadership experience in my professional career. Also, I was part of the Social Team in the department. It was a very good experience and I was elected by my colleagues for 4 consecutive years before leaving. During the last role, I developed attributes such as collaboration, and positive attitude. I had the experience of managing a group in additional-to-work activities such as anniversaries and birthdays. I really enjoyed being part of that and helped me with my weakness of communication skills. In terms of hard skills that I developed, every other year I had updated training on Microsoft office and specific skills in insolvency.
In later years I was an Avon representative for 3 years. I had meetings with the team leaders and I developed that time clear communication in a 2nd language, time management skills and some problem solving when customers were not happy with the products, or delayed on payments, or when I needed to do credits or special deliveries. The role increased my confidence with the English language, and I learned new hard skills such as using new software.
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Using the Reflective Model (Gibbs, 1988) in Appendix D, I developed a gap analysis for my Employability Skills (Appendix E).
	Objective

	Current Position

	Deficiency

	Action


	What do I want to do?

	What can I already do?
	What am I lacking?
	How do I fix this?

	I want to get experience and development in UK accountancy.







	I am qualified in Sage and Payroll software. Part time bookkeeping for a small ltd. company using QuickBooks.

	Recognised UK standard accounting qualifications.


	Read books on accountancy, use my AAT membership website. Study & finish my AAT L3 qualifications, and further courses such as AAT L4 and ACCA.


	Develop skills in Leadership and Management 






	Good team worker, good communication skills, good Microsoft Office skills, good analytical skills, and good organisational skills. Dealing with pressure.

	Written and verbal communication skills, management skills, delegation. 
	Grammar study, advanced English course, using translation websites, and reading leadership books. Complete the 6 modules and assignments in Certificate Level 4.

	Get an accountancy management position in the UK.
	Partially developed soft and hard skills in accountancy.
	No experience in UK accountancy and management.
	Complete my AAT Level 3 and 4, and do 6 month’s work experience in a UK firm.







[bookmark: _Toc36241165]1.2.2 Action Plan for Improvement

	[bookmark: _Hlk2954238]Objectives
	Tasks
	Success Criteria
	Time Frame
	Resources

	List your Goals
	What do you need to do to achieve these goals?
	How will you identify your success? 
	When do they need to be done by?
	Who or what do you need to help you?

	Finish AAT Level 3
	Pass all exams and complete 6 Month’s work experience in a UK firm.
	At least 70% in all exams and complete a period of work for a firm.
	July 2020
	AAT website membership, lecture support, and Moodle.

	Complete Certificate in Leadership & Management L4
	Pass all assignments.
	At least 
40% in all assignments.
	October 2020
	Library, research, Moodle, lecture support.

	Complete an advanced English course
	Complete an IELTS course and pass the exam.
	Achieve at least level 7.0 in the exam
	December 2020
	IELTS workbooks, 



[bookmark: _Toc36241166]1.2.3 Conclusion

This assignment looked at the academic materials and literature concerning leadership employability and management skills. Many authors discussed the importance of soft and hard skills including communication, teamwork, time management, delegation, interpersonal skills, problem solving, transferable skills, reflection, and self-evaluation. They agreed that soft skills such as teamwork and communication are the most important to employers. I then evaluated my own leadership and management employability skills against a typical accounting management job advert using the reflective model and gap analysis. I found that I had relevant hard skills in accountancy, and soft skills such as good teamwork and communication skills making others. I found I was lacking in UK accounting qualifications, some management skills, and management experience. Finally, I developed an action plan to close the gaps. The actions included completing my AAT L3 course, passing my Leadership and Management L4 Certificate, and passing an IELTS advanced English course and exam.
[bookmark: _Toc498692297]
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This part of the assignment will look at the literature and focus on the academic skills that are necessary to complete university level studies. It will look at soft skills, digital skills and technologies, research methods, time management, note taking, academic writing, and presentation techniques. The assignment will then move into evaluating my own academic skills and produce a gap analysis with SMART objectives to close the gaps. Finally, an Appendix section with all the complementary information will be added, and all the academic references I studied throughout this assignment.

[bookmark: _Hlk498694375][bookmark: _Toc36241169]2.0 Reflection on Academic Skills required for University Level Study 
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Academic skills are very important to the successful completion of any university level program. The skills are a combination of time management, learning plans and strategies, and methods of study. Also, academic soft skills are necessary to achieve the objectives of assignments. Academic skills were researched and those valuable to use in this assignment will now be discussed.
At University Level 4 of studying it is considered important to have at least basic digital skills to use word-processing software such as Microsoft Word, and other digital technologies such as internet browsers to support learning. Internet research should be from credible and trustworthy sources (UWTSD Moodle, 2018).
Biggam (2008) described two types of research methods: by literature review and the other by collecting empirical data. The first one is found in different resources like a journal, books and online resources. The concept is to review literature sources to present evidence for areas of research interest. The second research method, collecting empirical data, is simply carrying out your own research by way of questionnaires or interviews for example.
Lanning and Mallek (2017) argue that today most students find it more difficult use the tools at libraries than those on Google, so they use first this media and Wikipedia, not thinking about the limitation of these resources. Lanning Mallek also stressed the importance today to teach students about literacy skills. Harvard referencing is an important academic skill because it demonstrates the student has read widely on the topic and it supports the theme of work with relevant and academic evidence (UWTSD Moodle, 2020).
Regarding learning in your own time, Moore et al (2010) argued the importance of motivating and organizing yourself, managing your time, focussing and understanding the topics and what we need to achieve the completed task. The authors also mentioned the basic principles of senses such as seeing, hearing, saying or doing, which can help to describe ideas likes recording audios, diagrams, learning on the move, visual notes, study in groups, music and learning. Taking notes for example, reading the first time quickly without notes, and have a second slower reading can get the most important ideas suggests the Academic Good Practice from Oxford University (2020).
After all the research, other important skills to be considered before starting the writing is ‘Smart Thinking’ (Allen, 2004). He suggests we can identify these key skills to help us to think better such as expressing ideas, planning communication, establishing a framework for making sense of facts, and presenting ideas by linking them together.
Once ideas are clear and ready, the student starts the academic writing. Hogue (2008) suggests this has a fundamental and particular purpose: to “explain something or to give information about something”. Henning et al (2015) describe academic writing as an observable performance of thinking-in-process that is rehearsed many times before the “ﬁnal” product is delivered, i.e. the assignment or dissertation. Writing a report in an academic context should demonstrate that you have a good understanding and analysis of the evidence you are presenting from the different authors’ theories (UWTSD Moodle, 2020).
Presentation techniques and skills are very important and Biggam (2008) suggests that students need to be aware of how to produce skilful presentations by using technology such as PowerPoint software, voice projection, and audience engagement.
[bookmark: _Toc36241170]2.1 Evaluate own Academic Skills 
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I developed most of my academic skills in Chile (Appendix C) during my university degree in 1997 and in my last job where I developed professionally. In terms of digital technologies, I have good computer hard skills using Microsoft Office (Excel, Word, PowerPoint). The new software is Microsoft Office 365 which I am learning with the updates and new additions. Recently in 2017 I completed a payroll package, this included Sage 50 accounts, Sage Payroll and Excel 2013. 
When I did my dissertation for my degree in Chile, I carried out online research, interviews and analysing and reviewing the literature in specifics books. In that time the University did not have an online library, only a physical library. The online research was a little bit challenging; and I based my research mainly on articles and journals, interviews and a few books for general and specific information. I can say my literature skills are not completely developed; it’s been a very long time without practicing academic skills.
The dissertation was completed in a group of 4 students for a period of one semester. In terms of organising study, we made an action plan, delegated tasks for resources, and did time management by regular meetings with the group and with a support lecturer. At this point, I developed some soft skills such as communication, teamwork, and time management. After we finished all the analysis of the evidence and information, we did the writing using critical thinking skills and we used Harvard as a referencing convention. I developed my own writing style to link my ideas together using facts and opinions. However, I need to develop notetaking and writing skills more because during this assignment I have spent a long time to finish this work. Finally, we did individual presentations of our research to the lecturers by creating a PowerPoint presentation and used our presenting information skills. 
During this current Level 4 course, I have been learning academic skills with the recommendations of the lecturer, such as researching Google Scholar, Google Books, using the University library, and applying Harvard referencing to my research. I have also learned how to write academically, though this needs to improve.

[bookmark: _Toc36241172]Gap Analysis to identify ‘gaps’ in knowledge/skills

Using the Reflective Model (Gibbs, 1988) in Appendix D, I developed a gap analysis for my Academic Skills.

	Objective
	Current Position

	Deficiency

	Action


	What do I want to do?

	What can I already do?
	What am I lacking?
	How do I fix this?

	[bookmark: _Hlk33998379]Improve my research through digital technologies
	I use books (university library), Moodle, and Google Scholar online. I recognize the credible and trustworthy sources for Harvard Referencing 
	How to use university’s online journal/paper portal effectively to focus my research.
	Get a tutorial session from University Library on proper use of the system.

	Improve my reading and analysis skills in English (second language) in a quicker manner.
	I can interpret the evidence, but sometimes use websites to help with translation for certain academic text.
	I need to improve my understanding and analysis of English academic text.
	Apply ‘smart thinking’ skills (Allen, 2004) and time management.

	Improve my academic writing skills.
	I am currently writing my first assignment in 16 years and so I am out of practice. And I sometimes write too much and then have to delete unnecessary work.
	 My formal academic writing needs to improve.
	Gain more knowledge and practice about academic report writing.



[bookmark: _Toc36241173]2.1.2 Action Plan for Improvement

	Objectives
	Tasks
	Success Criteria
	Time Frame
	Resources

	List your Goals
	What do you need to do to achieve these goals?
	How will you identify your success? 
	When do they need to be done by?
	Who or what do you need to help you?

	Get a tutorial session from the University Library on proper use of the online journal/paper system.
	Make an appointment with the University Senior Librarian to schedule a tutorial. And explore the university website myself. 
	Good understanding of how to research online. And faster at finishing assignments.
	8th May (depending on Coronavirus issues)
	Senior Librarian and a tutorial in person or online.

	Apply ‘smart thinking’ skills (Allen, 2004) and time management.
	Identify the key skills I need, then improve them to reduce the time spent on assignments.

	By reducing the hours spent on assignment No. 2.
	8th May – before next assignment.
	Obtain and read the book ‘Smart Thinking’ by Matthew Allen. And the ‘Ultimate Study Skills Handbook’ by OUP.

	Gain more knowledge and practice about academic report writing.
	Self-study academic writing guides/books and apply it to the next assignment.
	The next assignment will be completed in a shorter time, with more focussed writing.
	8th May - before next assignment.
	Self-study academic writing guides/books and Moodle.



[bookmark: _Toc36241174]2.1.3 Conclusion

This part of the assignment reviewed the literature about all the main academic skills required to complete a university level study. They included soft skills, digital skills and technologies, research methods, time management, note taking, academic writing, and presentation techniques. I then reviewed my own academic skills and found that I had room for improvement in several areas including academic writing, digital research and time management. I performed a gap analysis and had several SMART objectives to achieve. They included getting a tutorial session from the university, applying ‘smart thinking’ skills to my future assignments, and improving my knowledge of academic report writing.
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APPENDIX A
Management Accountant 
Purpose of Role: 
To ensure the full and accurate completion of the management accounts for the specified area of responsibility. Working together with the Finance team to produce the Group set of accounts in a precise and timely manner. Also, to produce and deliver concise and inciteful reporting via KPI’s and commentary to business leads throughout the organisation.
Duties & Responsibilities 
• Responsible for the support in the delivery and review of the monthly management accounts.
• Assist in Group Reporting preparation and finalisation. (Both inter-company and inter-group).
• Calculation and entry of deferred revenues and Costs, accruals & prepayments.
• Aid in calculation of Irrecoverable VAT for group purposes.
• Take ownership of all financial aspects of assigned division including management accounting, budgeting and forecasting.
• Provide analysis and commentary on the performance of assigned division’s monthly accounts, KPI’s and operational performance.
• Assist with Year-end finance audit.
• To work cohesively with the finance Business partner and Senior Management in driving financial performance.
• Ensure that all variance analysis carried out is fully understood and communicated to the relevant stakeholder.
• Identify and exploit opportunities for process improvements to streamline reporting and aid analytics.
• Work on financial projects in collaboration with the finance business partner for assigned area.
• Implement/refresh core mandatory controls for the business.
• External year end and interim reporting and review of the statutory accounts.
• Deputise for colleagues when requested to do so.
• Flexibility for occasional travel to other business units and sites (rare)
• Undertake any ad-hoc tasks and analysis as and when required.
Skills Required:
• Past management accounts experience
• Excellent time management, interpersonal skills, good attention to detail, written and verbal communication skills
• Able to influence and work effectively with non-financial managers
• Strong analytical skills, with an analytical mindset
• Excellent financial systems (Dynamics 365 preferred) and Microsoft office skills particularly Excel, Word and PowerPoint.
• Flexible outlook and ability to cope with significant change
• Continually seeks improvement and more effective methods of working
• Works well in a pressured environment
• Ability to be held accountable for own area of responsibility
• Understanding of finance systems and standardised processes
Standard Company Requirements
· To comply with all Health and Safety requirements as outlined by the Health and Safety Executive and business.
· To participate in all relevant quality programs and assist as required in quality initiatives.
· To ensure PPE issued by the business is worn in accordance with Health & Safety legislation.
· Training is undertaken as recommended by your manager.
Qualifications Required:
• Qualified or Part qualified (Finalist) ACA, CIMA, ACCA accountant







APPENDIX B
Personal Profile Jessica Valdivia Canales

A focussed and driven, degree-qualified auditor accountant with over 14 years’ career experience in accountancy and auditing at private firms and government institutions. Experience and a practical background in all aspects of accountancy and auditing with demonstrated skills in bankruptcy, taxation, bookkeeping, inspection and reporting. I am now seeking a new, professional challenge to utilise my expertise with a modern and professional organisation where I can use my drive, enthusiasm and skills to develop a long term, successful career. This present year, I have been studying and having training about the actual programs using here in accountancy to get update in my career in the U.K standards. I hope I can get the opportunity to show my experience and hard work.

Core skills

Attention to detail in dynamic, pressurised environments.
Organised and methodical.
Communication and interpersonal skills
Integrity and responsibility.
Teamworking and relationship-building

Working Experience

Avon, United Kingdom
Company representative (part time), April 2016 – September 2019

Selling beauty, clothing and home products through catalogue, directly communication with customers taking orders monthly and using online data base. Extra enquires such a replacements, returns and meeting with representative Leaders for update and training to achieve the goals. Order deliveries and financial transactions.





Bankruptcy Supervision, Ministry of Justice, Santiago, Chile
Inspector, March 1999 to May 2009
Inspector Auditor


As an accountant auditor I have a position as an Inspected insolvency receivers and court bankruptcy files in Santiago and the regions. I work in teams of auditors, lawyers, assets department and direct inspection and relationship with the privates receivers of the insolvency companies. I done Accounting revision of bankruptcies administered by the receiver. Prepared and edited accounting inspection reports which contained: bankruptcy details, seizures, meeting of creditors, auditing, and which looked at the bankruptcy’s hiring and termination of employees during the receiver’s administration, that is, disposal of bankruptcy property, investments, bank reconciliation, administration costs and distribution of funds according to credit preferences. Checked and validated the workers´ fund distribution, provisional institutions and mortgage creditors, agents and suppliers. Checked income sent by the receivers, in response to the observations of the inspection. Carried out special audits of private receivers by order of the courts. Our final report as a team, it was to analyse and checked with the Insolvency principals and law to assure the creditors and more important the employees get the most money back form own wages and pensions.


José Rivas y Asociados, Santiago, Chile
Accountant, March 1995 – February 1999.
I work as an general accountant, in a team of accountant and the accountant manager,  preparing ledgers, balance sheets, account analysis and final preparation accounts, together with VAT tax returns and final year return. Provided consultancy to companies, directly communications with the owners of the companies and employees in the financial department, presential meeting and emails. Using accountancy software for the ledgers and wages, pension formalities and Treasury General of the Republic formalities (HMRC here in U.K.). 










APPENDIX C
Academic Skills

February 2020 – present. University St. Trinity Saint David (UWTSD)
Certificate of Higher Education Skills for the Workplace in Leadership and Management.

September 2019 – present. Gower College Swansea

Advance Diploma in Accounting AAT Level 3


January to May 2017. Pitman Training. 

Payroll Award: 

Sage 50 Accounts 
Sage 50 Payroll 
Excel 2013 


September 2009 to July 2010. Neath Port Talbot College

ESOL (English student other language) Entry 1,2,3 and Levels 1,2,3 completed.


1997 - 2003 Metropolitan Technology University (UTEM), Santiago, Chile.
Accountant/Auditor Professional Degree (Distinction)


1991 – 1994 Blas Cañas Commercial Institute, Santiago, Chile.
General Accounting Diploma


Other qualifications and training

Internal Quality Auditing
Introduction to ISO 9001:2000 Management & Documentation
Labour Legislation (wage payments, pensions)
First Aid, Health & Safety
Microsoft Office, Word, Excel, Access, Internet & Email
ESOL 1,2, 3 Level (English for students of other languages)
BNW Basic Accountancy (online course)

Other

Spanish (native), English 
UK Resident /British citizenship.

Software experience
Microsoft Word, Excel, Outlook, PowerPoint, databases.

Languages
Spanish (native), English (fluent speaking, writing, listening and reading). 

Personal Attributes
Non–smoker, full driving licence, smart appearance, good team working skills, good communication skills, computer literate, excellent people skills.

Interests / Hobbies
Reading, travelling, listen music, cycling, painting, dance, go to the gym



APPENDIX D
To complete my Gap Analysis, I followed the Reflection theory by (Gibbs 1988) as follows:
[image: ]
Description: 
What happened?, When and where did it happen?, Who was present?, What did you and the other people do?, What was the outcome of the situation?, Why were you there?, What did you want to happen?.
Feelings:
Here you can explore any feelings or thoughts that you had during the experience and how they may have impacted the experience.
Helpful questions: What were you feeling during the situation? What were you feeling before and after the situation?, What do you think other people were feeling about the situation?, What do you think other people feel about the situation now?, What were you thinking during the situation?, What do you think about the situation now?.
Evaluation:
Evaluate what worked and what didn’t work in the situation. And to get the most out of your reflection focus on the positive and negative situation.
Helpful questions: What was good and bad about the experience? What went well?, What didn’t go so well?, What did you and other people contribute to the situation (positively or negatively)?.
Analysis
Here you can make sense of what happened and see which aspects that went well or badly and ask yourself why. 
Helpful questions: Why did things go well?  Why didn’t it go well?, What sense can I make of the situation?
Conclusion
In this section you can make conclusions about what happened and what changes to your actions could improve the outcome in the future. It should be a natural response to the previous sections.
Helpful questions: What did I learn from this situation?, How could this have been a more positive situation for everyone involved?, What skills do I need to develop for me to handle a situation like this better?, What else could I have done?.
Action Plan
Here think how you will help yourself to act differently in the future. 
Helpful questions: If I had to do the same thing again, what would I do differently?, How will I develop the required skills I need?, How can I make sure that I can act differently next time?








APPENDIX E
Personal self-evaluation using the Reflective Circle (Gibbs 1988).
Description
A few years ago, I started to feel that I needed to do something about my professional career as an accountant. My kids were older and my husband was working more days at home and so we thought maybe its good idea to find a volunteer job. This was because after so many years without work and no experience in United Kingdom it was going to be very difficult to get a job as an accountant. I visited two accountant offices to leave my curriculum with the intention of finding volunteer work. I thought it was the right thing to do and I just wanted to take a chance and see want happens.
Feelings
On the way to the first place I felt very nervous but at the same time very excited, believing I was going to get good news because I have experience in accountancy.  But during the interview with the Manager I felt I shouldn’t be there. He was not friendly at all and he said he was retiring soon and he didn’t need any help. At the second place my interview was with a Human Resources manager. She was really kind and welcoming and made me feel very comfortable, but she said they going to contact me in a week if they have volunteers job available. A week later I got an email that said sorry but for now they don’t need volunteers. After that my confidence was very low and disappointed of the situation I had. Looking back, I know now it was very wrong way to do it.
Evaluation
Reflecting now, I can say I am never going to repeat that experience again in that way. The next time I should go to through an agency or volunteers’ office for advice. The good side of it was that it made me think I need to do something to improve my curriculum in accountancy, and the bad side or experience was feeling that I was in the wrong place at the wrong moment - making me feel I do not belong there.
Analysis
I think in that time I didn’t measure or understand the likelihood of finding volunteer work. I was impulsive and I didn’t think of the consequences or study the situation about my employability and academic position. I didn’t research enough about what I wanted to do. And I didn’t do self- evaluation; I just wanted to feel valued again in a professional career.
Conclusions
Thinking back, I can see how many mistakes I made because I didn’t use the right skills to analyse my employability and academic situation at that moment. My actions were not professional at all. It was very immature reaction acting on my feelings of stress maybe at that moment. So, the experience I had was because I did not have the right skills to manage the situation and avoid the bad experience.
Action plan
Next time will be completely different because after that experience I said it’s never going to happen again. I am going to prepare myself with new academic skills. My challenge so far is to go back to my career as an accountant because I was happy with my profession. I really enjoyed working as an accountant and developed in my profession continuously, working in teams and having a good relationship with colleagues.
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