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	Objectives 
What would I want to be able to do or do better?
	Success criteria 
How will I recognise success?
How will I review and measure my improvement?
	Actions
What methods will I use to achieve my learning objectives?
	Implementation 
How will I practise and apply what I learn?

	To be able to practically apply the academic theory 
	· I will understand activities of each department 
· I will understand the process to follow to complete the task 
· I will have basic understanding of account preparations
· I will be able to prepare VAT return
· I will be able to process Payroll
· I will receive satisfactory feedback from my supervisor at the end of my internship
	· I will be performing those tasks regularly during my internship
· I will be shadowing colleges and supervisors
· I will ask for guidance and advise from my colleagues and supervisors 

	· I can apply what I learnt in my future workplace

	Develop understanding of Accounting Software and Databases Software 
	· I will be able to efficiently use Excel
· I will be able to enter transactions in a timely manner
· I will gain basic understanding of Sage and Xero 
· I will understand the process to follow to compete the task 
	· I will be using Excel regularly during my placement
· I will ask my supervisor to provide me with Sage and Xero training 
· I will be shadowing colleagues

	· I can apply this knowledge in my future workplace 

	Improve my oral and written communication skills  
	· I will be able to effectively communicate with co-workers and supervisors
· I will be able to effectively communicate the outcomes of my work to my supervisors 
· I will be able to effectively communicate with clients via email, phone and in face-to-face interactions
· I will be able to produce a written information that is clear, concise and grammatically correct 
	· I will be interacting with my co-workers and supervisors on the daily basis
· I will be interacting with clients via emails and phone 
· I will listen actively to others 
· I will be more to new relations with new people 
	· Improved communication skill will allow me to do built my professional connections, do better on my future job interview and help me to better perform my job in the future and improve my personal relations

	Be able to manage my time effectively 
	· I will be able to perform tasks in a timely manner 
· I will be able to balance my personal life, course work, internship and work 
	· I will be performing different task on a daily basis during my workplace which will enhance my proficiency in performing these tasks
· I will be using Day Planner to plan and prioritise daily activities in logical order
	· Improved time management skill will allow me to be more efficient during my internship and in the future workplace, allow me to meet deadlines and complete tasks on time. It will also allow me to keep my personal and work life balanced

	[bookmark: _GoBack]Increase my self-confidence 
	· I will be aware of what my strengths and abilities are 
· I will be able to interact effectively with all people, participate in teams and groups, and cooperate with others
· I will be able to adopt a consistent and positive approach in times of stress (e.g. during my job interview)
· I will be able to express myself freely 
· I will be confident performing simple accounting tasks during my internship
	· I will be performing different tasks during my internship which will allow me to better understand what my strengths and abilities are
· I will be asking for feedback to be able to work on things which I need to improve 
· I will be interacting and collaborating with colleagues
	· Felling more confident will allow me to better handle situations, roles and tasks



