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[bookmark: _Toc240379391]Element 1: Career Sector Investigation
Target length: 500 words
Choose either a graduate career sector that interests you or a business area that you would like to establish.
[bookmark: _Toc240379392]1.1 My Chosen Sector or Business Area
State clearly what sector or business area you have chosen and briefly explain why you selected it.
[Start writing here...] 
I have chosen the accounting and finance sector because it builds on my qualification as an economics technical and my current studies in Business and Management. I am interested in understanding how businesses manage their money, control costs and make financial decisions. Working in this sector would allow me to use my existing knowledge while developing practical skills in accounting and financial analysis. In the future, I would like to work in an accounting or finance department and gain experience that could help me progress to a role with greater responsibility. 
[bookmark: _Toc240379393]1.2 Sector / Business Area Research
Give an overview of the sector or business area. What does it involve? What types of organisations, jobs, customers or activities are common? Use credible evidence to support your points.
[Start writing here...]
Accounting and finance help businesses manage their daily operations and plan for the future. The sector covers bookkeeping, financial reporting, payroll, budgeting and tax services. These activities allow business owners to understand their financial position, control costs and make informed decisions. Professionals in the sector work in accountancy practices, banks, privet companies and public sector organisations. Accountancy practices support clients ranging from self-employed often rely on external accountants for ongoing support because they do not have their own finance department. Typical roles include accounts assistant, accounting technician and accountant. According to Prospects (2024), accounting technicians may process invoices, record payments, support payroll and prepare accounts. With experiences, they can take on responsibilities such as budget control and financial forecasting. My long-term ambition is to open my own accountancy practise and be my own boss. I would like to support small businesses whit their accounting needs while taking responsibility for managing and developing my own company. Gaining practical experience and relevant professional qualifications would help me prepare for this goal. My Business and Management studies would also support me in managing client relationships and running the practice. 

[bookmark: _Toc240379394]1.3 Skills, Qualities and Attributes Valued by Employers
Identify the main skills, qualities and attributes employers value in this sector. Explain why they are important. Where possible, support this with evidence from job descriptions, employer websites, professional bodies or research.
[Start writing here...]
Employers in accounting and finance value accuracy, analytical thinking and integrity. Prospect (2024) identifies attention to detail, communication, spreadsheet skills and confidentiality as key requirements for accounting technicians. Accuracy help prevent errors in financial records, while analytical skills support the interpretation of figures and identification of problems. Knowledge of Excel and accounting software helps staff process information efficiently. Good organisation is also essential when managing several client and meeting deadlines. Accountants must communicate clearly so that clients and managers can understand financial information and make informed decisions. These qualities would also be essential in running my own accountancy practice. Protecting confidential information, delivering accurate work and maintaining clear communication would help me build trust and lasting client relationships.

[bookmark: _Toc240379395]1.4 Current Trends Affecting the Sector
Explore relevant current trends, for example artificial intelligence (AI), hybrid working, skills shortages or another trend that is important to your chosen sector. Explain how the trend is affecting the industry.
[Start writing here...]
Artificial intelligence and automation are changing how accounting work is carried out. Software can support routine tasks such as classifying transactions and reconciling accounts, giving accountants more time to analyse financial information and advise clients. ACCA (2026) highlights a shift towards work involving professional judgement and decision support as routine processes become more automated. This means accountants need to develop their digital skills alongside their financial knowledge. They must also check automated outputs carefully and protect confidential client information. For my future accountancy practice, using these tools could help me manage workloads efficiently and provide a more responsive service, while remaining responsible for the quality of the work.





[bookmark: _Toc240379396]1.5 Personal Career Fit
Reflect on how this sector or business area connects with your own interests, current skills and future career aspirations. What attracts you to it, and what might you need to develop?
[Start writing here...]
Accounting and finance build on my qualification as an economics technical and my current studies in Business and Management. I am interested in how financial information supports business decisions and I would like to apply this knowledge in practice. My long-term goal is to open my own accountancy practice. Being my own  boss appeals to me because I want to shape the business, build client relationships and take responsibility for its development. To prepare I need practical accounting experience, relevant professional qualifications and greater confidence using accounting software. I also want to develop the leadership and client management skills needed to run a successful practice. 

[bookmark: _Toc240379397]Element 2: Skills Audit and Professional Development Plan
Target length: 500 words
Complete a structured reflection on your current professional strengths, areas for development, emotional intelligence and professional behaviour. Support your reflection with at least two theories or models studied on the module.
[bookmark: _Toc240379398]2.1 Personal SWOT Analysis
	STRENGTHS

• My qualification as an economics technician gives me a foundation in business and finance.
• My Business and Management studies are developing my understanding of how organisations operate. 
• I have a clear career ambition to establish my own accountancy practice.

	WEAKNESSES / AREAS FOR DEVELOPMENT

• I need to build practical experience in accounting.
• I need to strength my ability to use accounting software and advance Excel funcions. 
• I need to develop mt confidence in advising clients and managing a business.


	OPPORTUNITIES

•  Work placements and junior accounting roles could help me gain practical experience.
• Professional qualifications and further training could develop my technical knowledge.
• University and professional networks could help me connect with potential employers and future business contacts. 

	THREATS / CHALLENGES

• Competition for entry-level roles may make it harder to secure my first accounting position.
• Changes in technology and accounting requirements will require ongoing learning.
• Establishing my own practice will involve start-up costs and the challenge of attracting clients. 




Use your SWOT to identify the most important strengths and development needs. Explain why these matter for your career.
[Start writing here...]
My SWOT analysis shows that my educational background and clear career goal provide a useful starting point. However, I need to turn my academic knowledge into practical skills. My priority is to gain experience in an accounting role while developing my software skills. This would help me understand client needs and daily accounting processes before taking responsibility for my own practice. 

[bookmark: _Toc240379399]2.2 Emotional Intelligence and Professional Behaviour
Reflect on how you manage your emotions, communicate with others and behave professionally. Consider examples from work, university, volunteering, group activities or other relevant experiences.
[Start writing here...]
In my previous job, two colleagues repeatedly made insulting comments about my appearance and encouraged others to view me negatively. I tried to ignore the behaviour, but the pressure became increasingly difficult to manage. With encouragement from my team leader, I reported the situation to the main manager and provided a written account. Initial discussions did not stop the behaviour and disciplinary proceedings followed. Some colleagues continued to blame me and I eventually left. This experience taught me that professional behaviour includes setting boundaries and seeking support. Managing emotions does not mean hiding distress or accepting disrespect. As a future employer, I want to take concerns seriously and treat employees fairly. 
[bookmark: _Toc240379400]2.3 Applying Theories or Models
Use at least two theories or models studied during the module to support your reflection. Examples in the assessment brief include Gibbs’ Reflective Cycle, the Johari Window and Maslow’s Hierarchy of Needs. Explain the model briefly and apply it to your own development rather than only describing it.
[Start writing here...]
Goleman’s (1995) model identifies self- awareness, self-regulation, motivation, empathy and social skills as aspects of emotional intelligence. Recognising the emotional impact of bullying helped me understand my limits. Reporting my concerns through a formal process allowed me to communicate the problem constructively. I want to develop greater assertiveness while remaining considerate of others. 
Gibbs’ (1998) reflective cycle moves through description, feelings, evaluation, analysis, conclusions and an action plan. Applying it, I recognise that ignoring the behaviour did not improve the situation. Seeking support and documenting events were constructive, although they did not resolve the wider workplace atmosphere. My future action plan is to raise concerns earlier, keep factual records and seek appropriate support. These actions cannot guarantee a fair response, but they can help me communicate clearly and protect my wellbeing. 

[bookmark: _Toc240379401]2.4 SMART Development Goal
	Specific
	What exactly do I want to improve or achieve?
I want to communicate more assertively by expressing my views, setting boundaries and addressing concerns clearly and respectfully.


	Measurable
	How will I know I have made progress or achieved it?
I will practice in sic conversations or role-play scenarios, record a short reflection after each and request feedback on my clarity and assertiveness. 


	Achievable
	What actions and resources will make this realistic?
I will spend 30 minutes each week using university learning materials and practicing with a trusted classmate. 


	Relevant
	Why is this important to my career or professional development?
Assertive communication will help me manage client relationships. Address workplace concerns and lead my future accountancy practice professionally.


	Time-bound
	When will I complete or review this goal?
I will complete this goal within eight weeks, reviewing my progress after four week and at the end. Of course. Provided my healthy allows it and the Lyme disease eases off a bit, because unfortunately, this illness has a significant impact on my ability to function and my memory.




[bookmark: _Toc240379402]Element 3: Recruitment Application Pack
Assessment brief: equivalent to 1,000 words
Apply for a real vacancy or a role provided by your tutor. Your application pack must contain all four items below.
[bookmark: _Toc240379403]3.1 Selected Job Role
	Job Title
	Accounts Assistant

	Organisation
	International manufacturing company 

	Location
	Swansea, United Kingdom

	Where the vacancy was found
	Hays recruitment website 

	Job Role URL 
	https://www.hays.co.uk/job-detail/accounts-assistant-swansea_4834042


[bookmark: _Toc240379404]3.2 Tailored Curriculum Vitae (CV)
Insert your tailored CV on the following page(s). Make sure it is relevant to the selected role and highlights the skills, experience, education and achievements that best match the job description/person specification.
[INSERT YOUR TAILORED CV HERE]
[image: ][image: ]


[bookmark: _Toc240379405]3.3 Cover Letter
Insert your cover letter here. Address the selected role and organisation directly. Explain why you are interested in the role, how your skills and experience match the requirements, and what you could contribute.
[INSERT YOUR COVER LETTER HERE]
[image: ]
[bookmark: _Toc240379406]3.4 LinkedIn Profile
Provide evidence of your LinkedIn profile. This could include the profile URL and/or screenshots, as directed by your tutor. Check that your headline, summary/about section, experience, education and skills present a professional identity.
	LinkedIn Profile URL
	www.linkedin.com/in/eliza-pietrzak-37756a409

	Professional Headline
	Business Skills Student at UWTSD | Economics Technician Qualification | Accounting Support Experience | Aspiring Accounts Assistant

	Evidence / Screenshot
	Screenshots of my LinkedIn profile are provided below. 


[bookmark: _Toc240379407][image: ]
[image: ]
3.5 Application Rationale
Target length: 300 words
Explain how you tailored your application to the selected role. Refer directly to the job description/person specification. Identify the requirements you prioritised and explain how these influenced your CV, cover letter and LinkedIn profile.
[Start writing here...]
I tailored my application to the Accounts Assistant vacancy in Swansea advertised through Hays (2026). The job description emphasises invoice processing, accurate financial records, reconciliations, Excel and communication. I prioritised the requirements that I could support with examples from my education and employment, while identifying areas where I need further development.
In my CV, I placed relevant accounting experience before my other employment so that the recruiter could quickly identify its connection to the role. My work at MirBud involved issuing involved processing and documents and organising records. These responsibilities relate to the vacancy’s invoice processing and documentation duties. I described this work as casual to represent the arrangement accurately. I also included my three two-month placements in the finance department of Gostynin City Office, which provided experience of document organisation and office support. 
My cover letter explains these connections rather than simply repeating my employment history. I used my current Amazon returns role to demonstrate attention to detail and judgement when assessing products. My warehouse and manufacturing experience also provides examples of working to deadlines and following procedures, which are relevant to a busy finance department.
I presented my software knowledge honestly. I included Subiekt 123, InsERT and four years of using Excel during school, while acknowledging that some Excel skills require refreshing. I did not claim experience with SAP or reconciliations. Instead, I explained my interest in learning these processes and developing my accounting skills. 
On LinkedIn, I updated my headline to show my accounting career direction and added my accounting experience and relevant skill, including invoicing, data entry and document management. Together, these choices make my application more relevant to the vacancy while maintaining an accurate account of my background. My aim is to demonstrate a foundation for development without overstating my readiness for every responsibility.  
[bookmark: _Toc240379408]Reference List
List every source that you have cited in your portfolio using the required referencing style. Check that every in-text citation has a matching reference-list entry.
[Add your references here in alphabetical order...]

· Prospects (2024), Accounting technician https://www.prospects.ac.uk/job-profiles/accounting-technician/ (Accessed: 18 October 2026).
· ACCA (2026), Global Talent Trends 2026 https://www.accaglobal.com/content/dam/gb/policy-and-insights/reports/2026/gtt-2026.pdf (Accessed: 18 October 2026).
· Goleman, D. (1995) Emotional Intelligence. New York: Bantam Books.
· Gibbs, G. (1988) Learning by Doing: A Guide to Teaching and Learning Methods. Oxford: Oxford Polytechnic.
· Hays (2026) Accounts Assistant, Swansea, reference 4834042. Available at: ogłoszenie Hays https://www.hays.co.uk/job-detail/accounts-assistant-swansea_4834042 (Accessed: 19 October 2026). 
image5.png
linkedin.com

Edit about

You can write about your years of experience, industry, or skills. People also talk about their achievements or
previous job experiences.

| am studying for a Certificate of Higher Education in Business Skills at the University of Wales Trinity Saint David
in Swansea, with expected completion in April 2027. | also hold a Polish vocational qualification as an Economics
Technician.

My previous accounting experience includes issuing invoices, entering accounting documents and organising
financial records at Mirbud, a family business in Poland. | used Subiekt 123 and InsERT software in this role. | also
completed a six-month placement in the finance department of Gostynin City Office, where | organised
documentation and helped colleagues translate simple emails from English into Polish.

| currently work at Amazon in customer order picking and returns quality control. | inspect returned products,
assess their condition and decide the appropriate next steps. My experience in warehouse and production
environments has also involved working to deadlines and following procedures.

| developed my Excel knowledge through four years of school study and want to refresh and strengthen these
skills. | use English in my work and studies and continue to improve through regular practice.

| am interested in Accounts Assistant opportunities in Swansea and am also open to future opportunities in

Poland. My long-term ambition is to gain further accounting experience and professional qualifications before

establishing my own accountancy practice.

Get writing suggestions with Premium

1,408/2,600
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' Eliza Pietrzak

Business Skills Student at UWTSD | Economics Technician Qualification | Accounting Support Experience | Aspiring Accounts Assistant
- Packing food products into their packaging
- Managing orders
- Meeting deadlines and targets

N

MirBud
Jan 2018 - Jan 2019 - 1yr 1mo
Gostynin, Mazowieckie, Poland - On-site

‘ Accounting Support — Casual

Provided occasional accounting support within a family business.
+ Issued invoices using Subiekt 123 and InsERT software.

- Entered accounting documents into the system.

+ Organised and maintained financial documentation.

‘ Finance Department Intern /

Gostynin City Office - Internship
Mar 2017 - Dec 2018 - 1yr 10 mos
Gostynin, Mazowieckie, Poland - On-site

Completed three separate two-month placements in the finance department during 2017-2018,
totalling six months.

+ Organised and filed financial documentation.

« Assisted office staff with administrative tasks.

- Translated simple emails from English into Polish to support colleagues.

O =

Me v For Business v Learning

Promoted «-¢

Start automating today
Zapier connects the apps you use
every day. Try it free.

e Daniel also follows Zapier

WIN SOURCE
Where Electronic Component Supply
Begins™




image1.png
Prifysgol Cymru

Y Drindod Dewi Sant
University of Wales
Trinity Saint David





image2.png
Eliza Pietrzak

ACCOUNTS ASSISTANT
‘Swansea, United Kingdom | +447858735011 | t.elizka2000@gmial.com

Professional profile

Business Skill student at the University of Wales Trinity Saint David with a Polish vocational qualification as an
Economics Technician. Experience includes issuing invoices, entering accounting documents and organising
financial records in a family business, plus a six-month placement in a municipal finance department, Currently
‘working in order picking and returns quality control at Amazon. Seeking an Accounts Assistant position to build on

this background and develop practical finance skills.

Key skills

«  Invoice preparation, accounting document entry and financial record organisation.

o Experience using Subiekt 123 and InsERT software.

« Microsoft Excel knowledge developed through four years of school study; some functions require refreshing.

« Product inspection, customer order processing and dispatch documentation.
« Working to deadlines and adapting to different teams and procedures.

Relevant accounting experience

Accounting Support — Casual

Mirbud, Gostynin, Poland | 2018-2019

o Issued invoices using Subiekt 123 and InsERT software.

o Entered accounting documents and organised financial records.
«  Provided occasional accounting support within a family business.
Finance Department Intern

Gostynin City Office, Poland | Six-month placement during 2017-2018

« Organised and filed documentation within the finance department.
o Assisted office staff with administrative tasks.
o Translated simple emails from English into Polish to support colleagues.

Education and qualifications

Certificate of Higher Education in Business Skills

University of Wales Trinity Saint David, Swansea | April 2026-April 2027

o Expected completion: April 2027.

Economics Technician — Polish Vocational Qualification

Completed 2020

Zespot Szkét Ekonomiczno-Kupieckich im. Ludwika Krzywickiego, Blggk, Poland
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Additional employment experience
Warehouse Operative — Picking and Customer Returns
Amazon UK Services, Swansea | June 2026-Present

o Pickand prepare customer orders.

o Inspect returned products, assess their condition and determine appropriate next steps as part of quality
control.

Warehouse Operative — Previous Contracts

Amazon UK Services, Swansea

o August 2025~February 2026; November 2024-January 2025; October 2023-January 2024.

o Received, organised and retrieved stock; picked, packed and prepared orders for dispatch.

Production and Warehouse Operative — Agency Assignments

Work Wales Specialist Recruitment Agency | March 2025-August 2025

« Undertook production work at Pullmaflex in Ammanford.

o Picked and packed medicines and healthcare products at Alliance Healthcare’s Swansea Service Centre.

General and Warehouse Operative — Agency Assignments

Smart Solutions Recruitment, Swansea | March 2024-November 2024

« Worked on a production line manufacturing components for hair removal equipment at CyDen.

« Used dispatch notes to prepare orders at TOAST, packed products and attached shipping documentation.

General Operative

Victorian Sliders, Ammanford | September 2021-September 2023

« Worked across different assembly stages, completing manual tasks requiring accuracy and dexterity.

General Operative

Dunbia, Cross Hands | February 2021-August 2021

o Packed food products and supported order preparation, working to production deadlines and targets.

Babysitter — Occasional

Private Household, Gostynin, Poland | June 2020-December 2021

«  Provided occasional childcare for a private family.

Leisure Activities Animator

Teczowo, Gostynin, Poland | July 2016-February 2019

Languages

Polish — Native.
English — Good conversational skill, used in UK employment and current studies; continuing to develop fluency
through regular practice.
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Dear Mr Loring,
Re: Accounts Assistant, Swansea — Reference 4834042

| am writing to apply for the Accounts Assistant position advertised through Hays. | hold
a Polish vocational qualification as an Economics Technician and am currently studying
for a Certificate of Higher Education in Business Skills at the University of Wales Trinity
Saint David. | would welcome the opportunity to build on my previous accounting
experience within your client’s finance team.

Between 2018 and 2019, | provided occasional accounting support at )irkud, a family
business in Poland. My responsibilities included issuing invoices using Subiekt 123 and
InsERT software, entering accounting documents and organising financial records. These
tasks relate directly to the invoice processing and documentation responsibilities
described in the vacancy. | also completed a six-month placement in the finance
department of Ggstynin, City Office, where | organised documents and helped colleagues
translate simple emails from English into Polish.

In my current role at Amazon, | pick customer orders and inspect returned products,
assessing their condition and deciding the appropriate next steps. This work requires
attention to detail and careful judgement. My previous manufacturing and warehouse
roles have also given me experience of working to deadlines and following established
procedures.

| used Excel throughout four years of school study and recognise the need to refresh
some functions. Although | have not yet worked with SAP, | am willing to learn and build
on my experience with other business software. The opportunity to develop my
knowledge of reconciliations and month-end processes is particularly appealing.

1 would bring practical experience of financial documentation, a conscientious approach
and a commitment to learning. | would welcome the opportunity to discuss how my
background could contribute to your client’s team.

Yours sincerely,
Eliza Pietrzak




