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Introduction 
This reflective portfolio is on the skills and knowledge required to become an accountant using swot analysis and PDP. I will analyse my own strengths, weakness, opportunity, and threats to see what I need to become further in my chosen career

.
To be an accountant, one needs to have the following;
Good Organisational Skills- All accountants must juggle multiple clients, teams or companies. To help keep track of them, they need excellent organisational skills. There will be a lot of paperwork that needs to be organised workload to run efficiently.
.	Comment by Muhammad Mominul Islam: Before you go the next stage you need to tell what are skills required by the accountant job and you need to carry a test and the text can be done using SWOT or Jahori's window (you'll find both of them in the week 2 slides.). Use those tools to analyse you and then you can have your say following the analysis.


It looks like you did not read the assignment guidance well. Follow the below structure and guidance:


Suggested Structure for BMSW 4005 Task 3
1) Audit your own skills and competencies using the analysis tools learned in the class (PDP). Identify the skills required for a career of your choice. Evaluate your own skills in comparison to your chosen career. (1000 words approximately)

i). Choose a career of your choice e.g nursing, accounting, social worker, business analyst etc
(ii). Identify the skills and knowledge required for the chosen career
(iii). Use analytical tools learned in class e.g (PDP) to analyse yourself.
(iv). Evaluate your own skills in comparison to your chosen career based on your (knowledge, qualifications, strengths, weaknesses, motivations) 


2) Assess and reflect on the concepts you have learned from this module - 1000 Words.

i) Use a reflective model e.g Gibbs reflective cycle, Driscoll, etc to analyse your experiences on the module.
ii) Reflect on various concepts and topics you have learned in the module as regards career development, employment legislation, mock interview experience, open-book assessment and self-awareness tools etc.	Comment by Muhammad Mominul Islam: Please also take this into consideration:

	Comment by Muhammad Mominul Islam: So please do the assignment following the provided structure and assignment guidance which you can find in assignment folder. If you don’t take them into consideration then you are like to get very unexpected outcome.
Time-management skills- Knowing how to save time is essential as they will have many deadlines and cut-off points, so saving time will help them work more effectively. 

Communication Skills- An Accountant must communicate effectively to let their clients, employers or team members know what is happening with their accounts and work alongside other organisations and individual clients. 

Efficiency-Accountant must be efficient to complete their work on time and without error. They will have many spreadsheets and documents that will need to be in order, so being efficient will gives them the ability to give individuals client/company satisfaction.

They will also need many other skills to become an accountant, including good with numbers, Adaptability, attention to detail, problem-solving, and self-management. An Accountant needs to be trustworthy for individual clients/companies to have confidence in them dealing with their financial situations.
An Accountant's skills are the ability to manage financial transactions accurately and ethically.
Generate financial reports and analyse financial data.
Understanding generally accepted accounting principles and critical thinking.




	Strength




	Weakness
Procastion


	Opportunity




	Threats









Applying for trainee accountant is a perfect way to study and learn. At the same time, it offers training and helps develop your career and accelerate your route of progression. It gives a clear career development plan no matter where you are with experience or study to help ensure you have the best opportunity to meet your career ambitions. Some responsibilities will be varied and could include the following:
· Identify basic tax adjustments
· Preparation of VAT returns 
· Inputting transactions into the system and preparing reconciliations 
· Undertake detailed analysis and reconciliation procedures
· Assist with audit and accounts preparation
· Inputting income and expenses entries
· Updating financial statements
· Attend/participate in the formal training process, whether it be face-to-face sessions or online activities

So overall, an Accountant needs to have the ability to work efficiently and accurately, be organised and have good communication. They will need to communicate with many clients. 





To keep updated, you need to be knowledgeable about the accounting field and any modifications being made. To do this, enrol in essential training from educational institutions for Accountants. to aid in your successful entry into the field and to fuel your desire to keep learning. You could also attend webinars to advance your education and learn new skills. Keep up to date on developments that will impact your sector, and never stop learning. 

	Personal Target
	How will I achieve this?
	How will this improve my academic or employability prospects?
	How will I know that I have achieved this?
	When will I achieve this by?

	
	
	
	
	

	1. Pass level 2 Bookkeeping controls accounts.
	Revise and take the exam.
	It will help me get to level 3 so I can become a bookkeeper and continue studying to become and accountant.
	When I pass I will be notified and get a certificate.
	When I have finished this course

	2. Pass level 2 AAT
	Sign up for the course.
	It will help me get further to becoming an accountant. 
	By passing and getting a certificate. 
	Next year

	3. Continue getting support for my dyslexia.
	By using the software I have been given by DSA.
	It will help me understand more as I go through my academic journey. 
	By continuing to pass my modules and move on the the next levels.
	On going 

	4. Gain more understanding and knowledge 
Of academic work. 
	By asking for help when needed and making sure I understanding.
	It will help my progress to higher levels.
	By continuing to pass my modules and moving on to level 5&6 and have a better understanding of the work asked of me.
	On going 





I have many skills like an Accountant ie
· Organisational skills 
· Trustworthy
· Good communication skills
· Time management skills
· Hardworking 
· Multitasking 
· Problem-solving
· Calm under pressure
· Good customer service skills 
· Attention to detail


I have good organisational skills that I have used throughout my life at home and in jobs, my last job, where I was employed for 13 years, I was a team leader, and I had to do a lot of organising. I led the team. I had to delegate jobs and assign tills to staff members. I offered a clear vision of what everyone was expected to do. I also organised our cupboard, back corridors, cellar, and office.
I have good timing. I always say it is better to be one hour early than 5 minutes late. I also like to set a time frame for any job/task I have to complete, so I do not have a backlog of work and things run smoothly. I am good with numbers and calculations. I have completed many courses around accountancy to strengthen my understanding and knowledge of my chosen career
I need to focus and balance my time between working, studying, and looking after my four children so I can continue gaining qualifications to become a fully qualified Accountant.
 I have found it difficult over the years to focus and understand at times, which I have struggled with for as long as I can remember. Through the university, I took a dyslexia test and found to have it. I felt upset but also relieved that I had a reason for feeling the way I was, and it gave me an understanding as to why I have struggled for so long but with the support of The University Of Wales Trinity Saint David and the DSA. I can finally start learning with the help and understanding of some of my needs. 

During this module on Professional Career Development, I have learnt a lot about developing my professional career. I am learning and understanding the skills and knowledge I need to work effectively. I need to demonstrate readiness for employability and personal advancement through an understanding of my strength and areas for further development by setting short-term and long-term goals.

 Learning about self-awareness gives me a clear perception of myself and my personality, I also did a personality test which helps me recognise strengths, weaknesses, thoughts, beliefs, motivation and emotions, also to take criticism and it gives me self-reflection. "What is necessary to change a person is to change his awareness of himself" Abraham Maslow.

Learning about exploring employment opportunities gave me a four-step strategy to use when exploring my opinions on employment opportunities which were
1. KNOW YOURSELF
· What motivates you?
· What are your career aspirations?
· What are your strengths and weakness?
· What's your personality type?
2. DON'T LIMIT YOURSELF TO ONE OPTION
· Creating a shortlist of your top choices can be a smart move.
· Even if your work experience is exclusive to one field, 
· it won't prevent you from transitioning to a different one because transferable abilities may be acquired from any type of work experience.
3. DO YOUR RESEARCH
· Read what graduates do – an in-depth look at Higher Education Statistics Agency's latest survey to see where graduates have ended up after finishing university.
· Some external websites have useful guides on options related to specific degree subjects, such as:
· Prospects: What can I do with my degree?  
· Target jobs: Degree subjects: your career options
4. DISCOVER EMERGING CAREER OPTIONS
· Because of how quickly things can change, all job options are covered by the tools and knowledge.
            Examining employment websites and speaking with employers are effective ways to learn about more choices.
I also had an open book assessment where I had to write around 500 words on what are the reasons for the rise in remote working I thought I would have found it harder than I did but once I started it just started flowing, I didn't need the extra time allocated to me because of my dyslexia I was really proud of myself my lecturer was very supportive and let me know beforehand that I was allocated extra time if needed.
During this module, I learnt about the Recruitment and selection process.
Recruitment-The action of finding new people to join an organisation or support a cause. (Oxford dictionary)
Locating, identifying, and attracting capable applicants (Robbins and Coulter, 2012) 
Selection-The action or fact of carefully choosing someone or something as being the best or most suitable. (Oxford dictionary)
Screening job applicants to ensure that the most appropriate candidates are hired. (Robbins and Coulter, 2012) 
The recruitment and selection process consists of a number of challenges designed to find the best applicant for the position.
Writing a CV and Cover letter was interesting I had never done one before all the jobs I've had I never needed one so it was something new but me having access to many resources in writing CVs and Cover letters gave me the confidence to write one a CV is a short summary of your work history, education, awards and achievements my CV can be improved but over time I can only get better with the tools I've been given. Doing my CV made me reflect on what I have done and achieved and what I still have to do to get the outcome o want
 

.	Comment by Muhammad Mominul Islam: No conclusion/ No reference/No intext citation/
Please pay attention to these. 
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Task 3 — Reflective portfolio 2000 words + 10% (75 Marks)

1) Audit your own skills and competencies using the analysis tools learned in the class (PDP).

Identify the skills required for a career of your choice. Evaluate your own skills in comparison to
your chosen career. (1000 words approximately)

2) Assess and reflect on the concepts you have learned from this module - 1000 Words.

(See page 5 for a breakdown of marks)

General Submission Guidance

s All of your submissions must include a title page that clearly states your name, your student number, the module code

and title, your lecturer’'s name, and your assignment title.
All of your submissions should be typed in Arial font, size 11.

Al of your submissions should be typed with 1.5 Ii”ﬁv?‘)aﬁif‘ﬂ‘

All of your submissions should have an appropriate structure, include page numbers, and have a reference list.
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