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[bookmark: _Toc291075521]Task 1 – Compare Job Adverts
Two Accounts Assistant job adverts were selected for comparison. The first is a part‑time Accounts Assistant role at TMR Group Ltd, a wholesaling business based in Quinton, UK (Indeed, 2026a). The second is a fixed‑term part‑time Accounts Assistant position at Circet UK, within their wireless division in Hartlebury, UK (Indeed, 2026b). Both roles involve supporting financial operations, maintaining accurate records, and assisting the finance team, but they differ in industry context, contract structure, and technical expectations.
[bookmark: _Toc1134037097]Key Skills and Knowledge Identified
[bookmark: _Toc1564251852]Common Skills Across Both Adverts
Both employers highlight several shared skills and knowledge areas essential for Accounts Assistants:
· Strong attention to detail and accuracy
· Proficiency in Microsoft Excel and general IT literacy
· Effective verbal and written communication
· Ability to organise workload and manage multiple tasks
· Capacity to work independently and collaboratively
· Experience with basic accounting processes, including: 
· maintaining sales and purchase ledgers
· raising invoices
· processing payments
· performing reconciliations
These shared requirements reflect the core responsibilities of entry‑level accounting roles, where accuracy, organisation, and technical competence are essential.
[bookmark: _Toc627675732]Differences Between the Adverts
Despite these similarities, the adverts differ in several important ways:
	Area
	TMR Group Ltd
	Circet UK

	Industry
	Wholesaling
	Telecommunications / Wireless

	Contract Type
	Part‑time, ongoing
	Fixed‑term, part‑time

	Technical Requirements
	General accounting tasks
	Additional knowledge of HMRC compliance and CIS returns

	Experience Level
	Prefers previous accounting experience
	Emphasises compliance and month‑end support


These differences reflect the operational needs of each organisation. Circet UK operates in a sector where subcontracting is common, which explains the requirement for CIS (Construction Industry Scheme) knowledge and a stronger focus on compliance. In contrast, TMR Group’s advert focuses more on day‑to‑day transactional accounting typical of a wholesaling environment.
[bookmark: _Toc794267008]Shared Skill: Attention to Detail
A key shared skill across both adverts is attention to detail. This is essential for Accounts Assistants, as financial tasks require consistently high levels of accuracy and precision in all areas of work. Even small errors in invoices, reconciliations, or ledger entries can result in incorrect financial reporting, delayed payments, or serious compliance issues. Strong attention to detail ensures that financial data remains reliable, accurate, and up to date, supporting effective decision-making and helping organisations meet accounting standards and regulatory requirements (Robbins and Coulter, 2018). In roles where financial accuracy directly affects business operations, this skill is fundamental to maintaining trust, efficiency, accountability, and overall organisational performance.

[bookmark: _Toc2018529043]Task 2 – Self-Assessment & Evidence of Readiness 
[bookmark: _Toc1714405366]SWOT Analysis
To complete this SWOT analysis, I reflected on activities and workshops completed during this module, including skills audits, CV writing sessions, and mock interview exercises. These activities helped me to identify my strengths and weaknesses more clearly and realistically. SWOT analysis is widely used as a structured tool for evaluating strengths, weaknesses, opportunities and threats (Humphrey, 2005), and applying it to myself allowed me to assess my current level of employability in a systematic way.
Strengths:
· Strong numerical and analytical ability, essential for reconciling accounts and processing payments.
· Proficiency in Microsoft Excel for spreadsheets, calculations, and reporting.
· Highly organised, enabling effective prioritisation of tasks and meeting deadlines.
· Attention to detail ensures accuracy in financial records.
· Good communication and teamwork skills, supporting collaboration within finance teams.
Weaknesses:
· Limited practical experience in professional accounting environments.
· Lack of confidence in professional communication during meetings or presentations.
· Limited exposure to specialised accounting software such as Sage or QuickBooks.
Opportunities:
· Internship, part-time, or volunteering roles to gain practical finance experience.
· Online courses to improve technical skills in accounting software and finance management.
· Pursuing professional qualifications such as AAT or ACCA to support career progression.
Threats:
· High competition in the accounting sector with candidates having more experience or qualifications.
· Automation of accounting processes requiring continuous upskilling to stay relevant.

[bookmark: _Toc679668445]Evidence of Readiness
· Academic Achievement: Completed coursework in accounting and finance, including financial reporting, reconciliations, and data analysis.
· Transferable Skills: Group work during my current studies helped develop teamwork, and organisational skills, as I collaborated with classmates to complete assignments, meet project deadlines.
· Technical Skills: Proficiency in Microsoft Excel for financial tasks.
· Employability and self-assessment result: I scored 81% on my employability self-assessment, reflecting a strong grasp of key skills and career readiness.
These strengths and proactive steps indicate strong employability and readiness for the Accounts Assistant role.
Throughout this module, I have been able to evaluate how my knowledge, skills, and behaviour have developed. After completing group discussions and a mock interview exercise, I realised that although I understand accounting concepts well, I sometimes hesitate when speaking under pressure. This showed me that employability is not only about technical ability but also about confidence and professional behaviour.
· 
[image: ] 
Figure 1 shows my employability self-assessment score, highlighting both my strongest areas and those requiring further development.
In addition, the UWTSD Careers website helped me understand how to present my transferable skills more effectively. I used tools such as the Pulse Test, CV Builder, CV360, and the Cover Letter tool, which helped me assess my employability skills and improve the structure and content of my CV. Before this, I did not clearly link my academic work to job requirements. After reviewing job adverts and improving my CV using these tools, I became more aware of how employers value skills such as organisation, teamwork, and accuracy.
In Week 1, I completed a self-assessment activity (Figure 1), which helped identify areas for improvement that I have since worked on. I also engaged in job search activities (Figure 2).
[image: ]Figure 2 Screenshot of my activity on the UWTSD Career Centre (Pulse page), taken on 10, March 2026.
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Figure 3 presents the feedback from the UWTSD Careers tools, showing how my CV and skills were evaluated.
The mock interview activity was particularly helpful in developing self-awareness. I received feedback that my answers were accurate but could be more structured and confident. This experience allowed me to reflect honestly on my professional behaviour and identify communication as an area for improvement. As a result, I now understand that employability involves continuous self-improvement and reflection.
In Week 7, I identified my learning style (Figure 4), which further supported my personal and professional development.
[image: ]Figure 4: reflective journals, learning style to learn what job roles have suited me
Overall, these workshops and activities have supported my development not only in knowledge of accounting but also in professional skills and self-confidence. They have helped me move from simply understanding employability in theory to applying it in practice. This links to Kolb’s (1984) experiential learning theory, which explains that learning develops through experience, reflection, and active experimentation. By participating in workshops and reflecting on feedback, I have moved through these stages of learning.

[bookmark: _Toc2090002577]Task 3 – Employment Goals & Personal Development Plan
[bookmark: _Toc1023128203]Short-Term Goals
· Secure a part-time Accounts Assistant role within 6–12 months.
· Improve professional communication skills through active participation in meetings and presentations.
[bookmark: _Toc983241991]Long-Term Goals
· Obtain professional accounting qualifications (AAT or ACCA) within 3–5 years.
· Develop expertise in accounting software (Sage, QuickBooks) for efficiency and career growth.
These goals align with my aspiration to become a competent, qualified accountant and support professional development. They are based on the weaknesses identified in my SWOT analysis and the feedback I received during module activities. For example, improving communication skills directly responds to the feedback from the mock interview exercise, while gaining practical experience addresses my lack of professional exposure. According to Super’s (1990) life-span theory of career development, career progression is a continuous process that requires individuals to develop skills and adapt over time. By linking my goals to specific evidence, I am taking realistic and structured next steps in my career development. This also supports Yorke’s (2006) definition of employability as a combination of skills, knowledge and personal attributes that improve the likelihood of gaining and sustaining employment.


[bookmark: _Toc103290545]Personal Development Plan
1. Gain Practical Experience:
· Apply for internships, part-time, or volunteer accounting roles within 6 months.
· Measure progress by securing at least one placement.
2. Enhance Technical Skills:
· Complete online courses in accounting software within 3–4 months.
· Practise Excel advanced functions weekly.
· Measure progress by certificates obtained and application of skills in tasks.
3. Improve Communication Skills:
· Participate in group presentations and mock interviews.
· Seek feedback from mentors and peers.
· Measure improvement through confidence and positive feedback.
This plan will help address weaknesses, strengthen skills, and move closer to achieving both short-term and long-term career objectives in accounting.
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JOB ADVERTS:
Accounts Assistant - Part Time
6 February by TMR Group Ltd
[image: ]
£27,000 - £30,000 per annum
Quinton, West Midlands (County)
Permanent, part-time
Accounts Assistant – Part Time
Birmingham (B32)
£30,000 Pro Rata

Company Profile
An established wholesaling business is looking to recruit a Bookkeeper / Assistant Accountant to join the team. A newly created, part-time role offering flexibility and the opportunity to develop alongside the business. Working closely with the Financial Controller, you will support the day-to-day financial operations of the business. As this is a new role, responsibilities may evolve depending on your experience.

What’s on Offer?
· Part Time, 20 Hours Per Week
· Office Based
· Staff Discount
· Opportunity to progress

What will you do as an Accounts Assistant?
· Generating monthly sales reports and detailed sales data
· Providing sales data to suppliers
· Raising invoices to suppliers
· Monitoring payments received from suppliers
· Raising credits and generating payments to customers
· Maintaining accurate and up-to-date financial records
· Supporting the accounts team with ad hoc tasks as required

What do you need as an Accounts Assistant?
· Previous experience in an accounting or bookkeeping role (essential)
· Strong Excel skills
· Good computer literacy (training provided on in-house accounting software)
· Excellent attention to detail
· Strong verbal and written communication skills
· Ability to prioritise and manage your own workload
· Enthusiastic and collaborative team player

Job ID: 10531


Reference: 56435514
 
----------------------------------

[bookmark: _Toc619018681]Accounts Assistant (FTC)- job post
Circet IRE & UK
2.92.9 out of 5 stars
Hartlebury
Part-time, Fixed term contract
[bookmark: _Toc1294015042]Job details
[bookmark: _Toc1526371048]Job type
Fixed term contract
Part-time
&nbsp;
[bookmark: _Toc1752329634]Location
Hartlebury
&nbsp;
[bookmark: _Toc1685966023]Benefits
[bookmark: _Toc1533728752]Pulled from the full job description
· Annual leave
&nbsp;
[bookmark: _Toc401222276]Full job description
Accounts Assistant - Wireless Division (UK)

Office-Based / Hybrid | Part Time - 32 hours| Entry-Level to Intermediate Role | Fixed Term Contract: 12 months

Circet UK is seeking a motivated Accounts Assistant to join our Wireless Division, supporting the day-to-day financial operations of one of our fastest-growing business units. This role is ideal for someone looking to develop a career in finance within a dynamic telecoms environment, working closely with operational and commercial teams to ensure financial accuracy and control.

You'll play a key role in keeping financial records accurate, supporting month-end processes, and ensuring cash, costs and invoices are managed efficiently across wireless projects.

What You'll Be Doing

· Post and maintain month-end journals to support accurate financial reporting
· Prepare and submit CIS returns in line with HMRC requirements
· Perform daily bank reconciliations to ensure all transactions are correctly recorded
· Maintain the sales ledger and raising invoices
· Manage the purchase ledger, processing supplier invoices and resolving queries
· Support the finance team with ad-hoc finance and reporting tasks

What You'll Need

Experience

· Previous experience in an accounts, finance or administration role (essential)
· Exposure to sales ledger, purchase ledger or reconciliation work would be an advantage

Skills & Attributes

· Strong attention to detail and accuracy
· Organised with the ability to manage multiple tasks and deadlines
· Confident using Microsoft Excel and basic finance systems
· Good communication skills when working with suppliers and internal teams
· Proactive and keen to learn

Qualifications

· AAT qualification or studying towards AAT (desirable but not essential)

Why Join Circet UK?
· Inclusive Culture: We're committed to diversity and creating a supportive environment for everyone
· Career Progression: Access structured development programmes, mentoring, and accredited training
· Leadership Growth: We invest in internal talent - many of our leaders started where you are
· Making an Impact: Take part in our CSR initiatives and help shape the future of connectivity
· Great Benefits: Competitive salary, 25 days annual leave, life assurance, employee wellbeing support, and more
We're Committed to Inclusion. At Circet UK, we value talent, potential, and diversity across our workforce. We welcome all applications and strive to create an inclusive and empowering workplace for everyone.
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Job Hunting

You're fairly confident when it comes to job hunting. So you can probably tick off quite . _
afew of the points below:

- Knowing the steps to take for a successful job hunt

- Understanding how both e-hireability and social media networking can help you get

ajob

- Being comfortable networking face-to-face

- Knowing how to make sure you get the best results from the recruiters you work

with

Job hunting, however, is competitive and to get the job you're after you need to know .
all the above. So take a look at the programme below and work through it to take you

from fairly confident to highly confident in the art of job hunting.
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As a pragmatist learner, my learning style has a clear impact on how | develop in my career. Pragmatists prefer learning by doing
and applying ideas to real-life situations rather than only studying theory. This means | understand things better when | can use
them in practical tasks or workplace situations. According to Honey and Mumford's learning styles theory, pragmatists like
methods and techniques that can be used immediately to solve problems. Because of this, | am more motivated when | can see
how what I learn will help me perform better in my job.

In my career, this learning style helps me focus on gaining practical experience. For example, | learn more effectively through
activities like on-the-job training, project work, job shadowing and coaching from managers. The reading also explains that
learning closest to the workplace, such as in-house training and practical work experience, is often the most effective type of
learning. This supports my learning style because it allows me to test new ideas and see real results.

However, being a pragmatist learner also means | need to remember the importance of reflection and theory. Sometimes | may
focus too much on quick solutions instead of fully understanding the deeper concepts. Therefore, balancing my learning style with
other approaches, such as reflecting on my experiences or learning the theory behind tasks, can help me improve further.

Overall, my pragmatist learning style supports my career development because it helps me develop practical skills, solve real
problems and adapt quickly in the workplace. It also encourages me to keep learning through real experiences.
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Nearly there! With just a few tweaks your CV could be ready for the
green zone. Read through the feedback - it will give you all the
information and advice you need to get as close to 100% as possible.
Once you've updated your CV with the suggestions, resubmit it and
watch your score go up.

How much have we helped you? 7:7 ﬁ{ 7:7 ﬁ{ i\(

Most Applicant Tracking Systems (ATSs) or CV scanners will provide hiring managers with a short summary of your skills & experience.

This is how you might be summarised:
‘SADIA NADEEM is experienced in: Marketing (Technical Product Marketing); and Finance (Lending). SADIA NADEEM appears to be an entry-level

candidate, with 0 months of experience.
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“Your average score is high, based on your self-assessment across all categories. This would suggest you have an excellent grasp of all the
main factors that affect your employability. Congratulations!




