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Task 1 
For my future career, I am interested in developing my experience in accounting and finance. I selected two Accounts Assistant job advertisements that align with my career aspirations and offer practical accounting experience and opportunities for further professional development.
After comparing the two Accounts Assistant job advertisements, I identified several key skills and areas of knowledge required for a future career in accounting. The first advertisement, published on Reed.co.uk by Office Angels (2026), is for a Junior Accounts Assistant in London. The employer requires strong numerical ability, excellent attention to detail, good organisational and time-management skills, and confidence in using Microsoft Office, particularly Excel. Effective communication, teamwork, and the ability to manage multiple tasks and meet deadlines are also important. In addition, the employer values a positive, proactive attitude and a willingness to learn and develop. Previous experience in finance, accounts or administration is desirable, while studying towards an AAT or similar accounting qualification is considered advantageous. The role involves processing supplier invoices, reconciling supplier statements, maintaining accurate financial records, and supporting month-end processes (Reed.co.uk, 2026).
The second advertisement, published on Indeed by Bigmore Associates Limited (2026), is for an Accounts Assistant role in Walton-on-Thames. The key skills required include excellent attention to detail, problem-solving, time management, and strong organisational abilities. The employer also emphasises confidentiality, as the company operates within the financial services sector. Teamwork and the ability to work effectively with different people and working styles are important. Furthermore, candidates should have strong interpersonal skills and a positive attitude. The main responsibilities include processing supplier bills, raising and chasing client invoices, reconciling bank statements using Xero, managing payments, and ensuring that financial information is accurate and up to date (Indeed, 2026).
There are several similarities between the two advertisements. Both employers identify attention to detail, organisation and time management as key skills. Teamwork is another common requirement, as Accounts Assistants need to communicate and cooperate with colleagues and other areas of the business. Both positions also involve maintaining accurate financial records and processing financial documents or transactions. In addition, both employers value a positive attitude and candidates who are willing to develop professionally (Reed.co.uk, 2026; Indeed, 2026). These similarities demonstrate that Accounts Assistants require a combination of numerical and administrative abilities alongside transferable skills such as organisation, communication and teamwork.
One of the most important skills highlighted in both advertisements is attention to detail. This is a skill I could apply effectively in my future employment, as I have already developed it through my experience in financial services. In my current and previous roles, I have handled financial transactions, monitored them, conducted customer due diligence, performed daily reconciliations and maintained accurate compliance records. These responsibilities have helped me develop excellent attention to detail and accuracy.
In a future Accounts Assistant position, I could apply my attention to detail to tasks such as checking invoices, reconciling bank or supplier statements, processing payments and maintaining accurate financial records. For example, when reconciling an account, I would carefully compare transactions and investigate any differences rather than overlooking an error. This could help prevent incorrect payments and contribute to reliable financial records. Developing my accounting knowledge alongside this existing skill would help me transition from my current financial-services experience into an accounting role and support my long-term professional development.
Task 2 
SWOT analysis is a tool used to identify Strengths, Weaknesses, Opportunities and Threats.  According to the Chartered Institute of Personnel and Development (CIPD) (2026), SWOT is a planning and diagnostic tool that helps identify internal and external factors that influence objectives and decision-making. Strengths and weaknesses generally represent internal factors, while opportunities and threats are associated with external factors that may support progress or create potential challenges (CIPD, 2026).
SWOT analysis is also useful for personal and career development because it encourages individuals to reflect on their abilities and circumstances. The Open University (n.d.) explains that individuals can use SWOT analysis to consider their strengths and weaknesses alongside factors in their work and personal environments that may create opportunities or pose threats to their future. Therefore, using SWOT analysis for my self-assessment allows me to recognise the skills and experience that can support my future employability while also identifying areas that require further development. It can also help me recognise opportunities that may support my career progression and potential threats that I need to manage when planning my future career (The Open University, n.d.).
My SWOT Analysis
	Strengths  
1. Currently studying at the University of Wales Trinity Saint David (UWTSD), demonstrating commitment to academic and professional development.
2. Effective time management skills, allowing me to balance work, study and personal responsibilities.
3. Strong attention to detail, supporting accuracy and quality in my work.
4. Strong organisational skills.
5. Strong digital skills.
6. Experience in handling financial transactions and monetary activities responsibly.
7. Multilingual communication skills, with proficiency in Romanian, Russian and English.


 


	Weaknesses
1.  Limited confidence in professional communication.
2. Academic and professional writing skills require further improvement.
3. Tendency to procrastinate when completing challenging or complex tasks.
4. Sometimes influenced by emotions when making decisions in stressful situations.
5. Difficulty memorising large amounts of information quickly.
6. Limited creativity when developing innovative solutions or ideas.
7. Limited confidence when delivering presentations to larger audiences.
8. Reluctance to move outside my comfort zone.
9. Critical-thinking and evaluation skills require further development.
10. Advanced Microsoft Excel skills require improvement.

	Opportunities 
1. Living in London offers educational, professional and networking opportunities.
2. Studying at a UK university can strengthen my qualifications and future employability.
3. My current part-time role as a Money Laundering Reporting Officer (MLRO) provides valuable practical experience and industry knowledge.
4. My current role provides opportunities to develop accounting knowledge through preparing and analysing financial reports.

 
 

	Threats 
1. Family and personal commitments may affect the time available for study and career development.
2. Strong competition within the financial services and accounting industries.
3. Limited professional accounting experience compared with some other candidates.
4.  Stress, anxiety and fear of failure may sometimes affect performance and decision-making.
5. Rapid technological changes require continuous learning and adaptation.
6. Economic uncertainty and changes in the employment market could affect future career opportunities. 



After conducting my SWOT analysis, I realised that some of my main strengths are attention to detail, organisation, time management and experience within financial services. My attention to detail has developed significantly through my employment because financial transactions and compliance work require a high level of accuracy. During my time as a Money Transfer Cashier, I processed domestic and international money transfers, completed foreign currency transactions, managed large cash balances and carried out daily reconciliations. I have since progressed to the position of a Money Laundering Reporting Officer (MLRO), where my responsibilities include monitoring transactions, conducting Customer Due Diligence, reviewing higher-risk transactions and maintaining accurate compliance records. These responsibilities have strengthened my analytical and problem-solving abilities as well as my attention to detail. Another important strength is time management. Combining employment with university study and personal responsibilities requires me to organise my time effectively, prioritise tasks and meet deadlines. My studies have also helped me develop academic, digital, teamwork, communication and decision-making skills.
At the same time, the SWOT analysis helped me recognise areas that I need to develop further. These include professional communication, academic writing, presentation confidence, critical thinking and advanced Microsoft Excel skills. Although my customer-facing and compliance experience has improved my communication skills, I would like to become more confident when communicating in unfamiliar professional situations and presenting information to larger groups. I also need to continue developing my academic writing and critical thinking skills as I progress in my higher education. Improving my Excel skills is another priority because digital and data-analysis skills will be useful for my future career in accounting and finance. Identifying these weaknesses does not mean that I cannot achieve my career goals; instead, it provides me with specific areas to focus on through further study, practice, workplace experience and feedback.

Evidence of Readiness 
I believe my professional experience provides strong evidence of my readiness for future employment and personal advancement. I have worked in financial services for more than six years, initially as a Money Transfer Cashier before progressing to the position of Money Laundering Reporting Officer. As a cashier, I developed experience in money transfers, foreign exchange transactions, customer identification, cash reconciliation and customer service. Progressing to the MLRO position demonstrates my ability to take on greater responsibility and to develop professionally. In my current position, I am responsible for Anti-Money Laundering compliance, Customer Due Diligence, Enhanced Due Diligence, transaction monitoring and the review of higher-risk transactions. These responsibilities demonstrate analytical ability, accuracy, professionalism, confidentiality and an understanding of working within a regulated financial environment.
One specific example that demonstrates my readiness came after feedback from an HMRC compliance audit, which identified a weakness in sanction screening documentation. I responded by creating an Excel monitoring register to document screening checks. The register improved transaction monitoring and became the company’s standard process for recording sanction screening. This experience provides evidence of my problem-solving ability, initiative and willingness to respond positively to professional feedback. It also demonstrates that I can identify a workplace problem and help implement a practical solution.
My academic development further demonstrates readiness for personal and professional development. I am completing a Certificate of Higher Education in Business Skills for the Workplace at the University of Wales Trinity Saint David. My studies cover academic and digital skills, problem-solving and decision-making, effective teamwork and communication, employability and career development, and enterprise and entrepreneurship. Successfully balancing my studies with employment has also strengthened my self-discipline, resilience and time-management skills.
My career goal is to progress into accounting and finance. My experience in financial services has already given me practical knowledge of financial transactions, compliance, reporting and working with numerical information. However, I recognise that further education is necessary to develop the theoretical and technical accounting knowledge required for my future career. Therefore, my intention to continue studying Finance and Accounting represents the next stage of my professional development. My existing experience, continued education and willingness to address the weaknesses identified through my SWOT analysis demonstrate my readiness to progress towards this goal.
Task 3 
Employability Goals 
Based on the weaknesses identified through my SWOT analysis, I have established short-term, mid-term and long-term employability goals. These goals address the areas that require further development while supporting my overall career aspiration of progressing from financial services and compliance into a professional career in accounting and finance.
Short-Term Employment Goals
In the short-term, my main goal is to strengthen the skills that will support my academic progression and future employability. By the end of August 2026, I aim to successfully complete both my current modules with a minimum grade of 70%, and by September 2026, I aim to gain admission to the Accounting and Financial Management programme. An important part of achieving these goals will be improving my academic and professional writing, critical-thinking skills, and confidence in professional communication, which were identified as weaknesses in my SWOT analysis. I will also continue improving my CV-writing and employability skills so that I can present my experiences and abilities more effectively when applying for future opportunities.
Mid-Term Employment Goals
My mid-term goals focus on increasing my professional responsibilities and developing skills relevant to compliance and accounting. By December 2026, I aim to expand my responsibilities as a Money Laundering Reporting Officer (MLRO) by taking responsibility for AML and compliance procedures for the company’s new money-transfer system. By April 2027, I aim to develop the knowledge and confidence required to conduct internal audits independently, and by December 2027 I aim to begin applying more accounting knowledge within my workplace.
These goals are important because they will allow me to build on my existing financial-services and MLRO experience while developing skills that are transferable to accounting and finance. Internal auditing will help strengthen my critical thinking, analysis, professional judgement and confidence when making decisions. I also intend to improve my Microsoft Excel skills, as Excel is relevant to analysing financial information, preparing reports and working efficiently with numerical data.
Long-Term Employment Goals
My long-term goal is to establish a professional career in accounting and finance. I aim to graduate with a degree in Accounting and Financial Management by August 2029 and begin working towards a professional accounting qualification, such as AAT, by December 2029. My ultimate employment goal is to secure a full-time accounting or finance-related position by September 2030.
These goals are important to me because they represent the progression I want to make from my existing experience in financial services and compliance towards a specialised accounting career. My professional experience has already provided me with transferable skills such as numerical accuracy, attention to detail, financial reporting, compliance, organisation and analytical thinking. Further education, professional qualifications and continued workplace development will allow me to build the technical accounting knowledge required to achieve my long-term career aspirations.

Personal Development Plan 
A Personal Development Plan (PDP) is a structured approach that enables individuals to recognise their existing skills, identify skills that need further development, establish what they want to achieve, and determine how they will achieve their goals (The Open University, n.d.). A PDP is important because it encourages individuals to reflect on their current abilities and take responsibility for their future development. It can support academic, personal and career development by turning identified areas for improvement into specific goals and actions. It can also provide useful evidence for CVs, job applications, interviews and opportunities for professional advancement (The Open University, n.d.).



	 
	Short-Term Time Frame  
 
What do I want to  
accomplish in the next  
three to six months? 
 
	Mid-Term Time Frame  
 
What do I want to  
accomplish in the next  
six months to two years?  
	Long-Term Time Frame  
 
What do I want to  
accomplish in the next  
two to three years?  

	Section 1 - My Goals   
  
What are my overall goals that I want to accomplish in this time period?  
 
  
 
Example: become a Student Affairs Officer; learn computer graphics  
	Goal 1: By the end of August 2026, I want to complete both current modules with a minimum grade of 70%.
Goal 2: By September 2026, I want to gain admission to the Accounting and Financial Management programme.




	 Goal 1: By December 2026, I aim to expand my responsibilities as MLRO by taking responsibility for AML and compliance procedures for the company’s new money-transfer service.
Goal 2: I want to develop my knowledge and confidence to perform internal audits independently by April 2027.
Goal 3: By December 2027, I want to begin applying accounting knowledge within my workplace.

 
	Goal 1: By August 2029, I aim to graduate with a degree in Accounting and Financial Management.
Goal 2: I want to begin studying towards a professional accounting qualification such as AAT by December 2029.
Goal 3: By September 2030, I aim to secure a full-time accounting or finance-related position.



	Section 2 - Skills and Knowledge to be  
Learned  
 
What specifically do I need to learn? What project do I need to work on?  
  
  
 
Example: Student advising;  
Banner; Dreamweaver; develop a procedures manual  
 
 
 
	 Goal 1: I need to improve my academic writing, critical-thinking and time-management skills. I also need to use lecturers' feedback effectively to improve the quality of my assignments and achieve a minimum grade of 70%.
Goal 2: I need to strengthen my academic skills and develop the knowledge required to progress successfully into higher education. I also need to improve my confidence and professional communication skills.

	 Goal 1: I need to deepen my knowledge of AML regulations, compliance procedures, risk assessment and transaction monitoring. I also need to strengthen my professional communication and decision-making skills so that I can confidently take greater responsibility for the new money-transfer service.
Goal 2: I need to develop my knowledge of internal audit procedures, risk assessment, evidence gathering, report writing and regulatory requirements. I also need to strengthen my critical-thinking skills and professional judgement.
Goal 3: I need to develop practical accounting knowledge and improve my Microsoft Excel skills. I need to become more confident with financial reporting, reconciliations and analysing financial information.
 
	 Goal 1: I need to develop theoretical and practical knowledge of accounting and financial management, including financial reporting, management accounting and financial decision-making.
Goal 2: I need to develop advanced accounting knowledge and understand the requirements of the AAT professional qualification. I will also need to continue developing numerical, analytical and digital skills.
Goal 3: I need to develop the practical accounting experience, professional communication, Excel and interview skills required for a full-time accounting or finance position.
 

	Section 3 - Next Steps 
  
How am I going to acquire the skills and knowledge? How am I going to do this project?  

Example: take Dreamweaver class; do an  
informational interview; set up a project outline  
 
 Exact Timing you will complete the goals 
	  Goal 1: I will attend all remaining lectures, complete my assignments on time and review lecturer feedback carefully. I will use academic-support resources to improve my writing, and I will plan assignments before writing them.
Resources: lecturers, academic support, library resources, laptop and previous feedback.
Timing: by the end of August 2026.
Measurement: complete both modules and achieve a minimum grade of 70%.
Goal 2: I will complete the necessary application and admission requirements for the Accounting and Financial Management programme and continue improving my academic and professional skills.
Resources: university admissions information, lecturers, academic support and my current academic results.
Timing: September 2026.
Measurement: successfully gain admission to the programme.
	 Goal 1: I will familiarise myself with the compliance requirements of the new money-transfer service, review relevant AML procedures and work with senior management during its implementation. I will communicate compliance requirements clearly and take increasing responsibility for monitoring and reporting.
Resources: company procedures, regulatory guidance, senior management and workplace training.
Timing: by December 2026.
Measurement: independently manage the main AML and compliance responsibilities assigned to me for the new service.
Goal 2: I will learn the company’s internal audit process, observe and support audit activities where possible, study relevant audit procedures, and gradually complete audit tasks with less supervision.
Timing: April 2027.
Measurement: successfully perform an internal audit independently and receive feedback from management on my work.
Goal 3: I will apply knowledge gained through my Accounting and Financial Management studies to suitable workplace activities. I will also practice Excel functions, financial reporting and reconciliation skills and look for opportunities to support accounting-related tasks. 
Resources: university modules, Microsoft Excel, workplace financial reports and online Excel training.
Timing: December 2027.
Measurement: independently apply accounting knowledge to at least two relevant tasks or financial reports and demonstrate improved proficiency in Excel.
	 Goal 1: I will attend lectures, complete assessments, use academic feedback and continue developing my accounting knowledge through my degree.
Resources: university lecturers, academic support, textbooks, online learning resources and accounting software.
Timing: August 2029.
Measurement: successfully graduate with a degree in Accounting and Financial Management.
Goal 2: I will research AAT pathways and entry requirements before completing my degree and identify the qualification most appropriate for my career.
Resources: AAT information, university careers support, lecturers and online professional resources.
Timing: December 2029.
Measurement: enrol on and begin studying towards an appropriate professional accounting qualification.
Goal 3: I will gain relevant experience, regularly update my CV, research accounting and finance vacancies and practise applications and interviews. I will use my university careers service and professional network to identify suitable opportunities.
Resources: university careers service, job websites, CV, LinkedIn, lecturers and professional contacts.
Timing: September 2030.
Measurement: secure a full-time accounting or finance-related position.
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