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Portfolio of work

[bookmark: _Toc120170021]Introduction

In this written assessment I will explore and define my own skills using various tools such as a personal development plan, and I will be evaluating my personality type, learning style and career motivation test results. 
“There can never be one approach to personal planning, and what is effective for one person probably will not work for the next” says Kneale (2007), that is why it is important to consider various aspects of myself through different analysis to get a good overall picture of what I am capable of. 
I will then identify the ideal skills for a career of my choice, which is accounting, and compare what would be the ideal candidate’s skills to my own.
After this I will reflect on the concepts learnt about throughout the module, such as the Johari window, continuous professional development, UK employment laws, and what employers look for in CV and interviews.



[bookmark: _Toc120170022]Personal development plan (PDP)

[bookmark: _Toc120170023]My Traits
[bookmark: _Toc120170024]Personality type
After conducting a test at 16personalities.com I have found out myself to be a virtuoso (ISTP-T), this personality type is best focused on practical solutions, with strong curiosity, initiative and result-oriented perspective about life and work.
Strengths
· Spontaneity and rationality: the combination of these two skills makes virtuosos really good at adaptability, which is a helpful skill in any work environment, specially for continued development as new information or skills need to be learnt.
· Focused and detail oriented: virtuosos are good at knowing how to prioritize tasks in the best order to achieve the most efficient results.
· Calm demeanour: being able to stay relaxed in stressful situations gives virtuosos the edge over their co-workers when dealing with overbearing loads of work, making big problems easier to handle.
Weaknesses
· Risk inclined: though this can be a strength in different areas, it is certainly a weakness in many workplaces, as the job can require precision and predictability, whereas sometimes virtuosos are inclined to try a new idea or shortcut that can lead to more problems than benefits.
· Easily bored: excitement and challenging tasks are key to keeping a virtuoso engaged and efficient, to avoid them from falling into complacency and minimum effort work. This cannot always be the case in every job as routine is a key part of many positions.
· Reserved: virtuosos can also be known as the ‘true introvert’, which has no fault of its own but it can make it challenging for teamwork situations where bonding and networking is key to ensuring the success of a project, as such the virtuoso needs to be aware of their tendency to be introverted and make a conscious effort to network with their colleagues or project partners.
[bookmark: _Toc120170025]Learning style
Kayalar and Kayalar (2017) state ‘almost all learners have different learning strengths that enable them to understand and remember important information’, which makes it important to know one-self and which methods work best to enable focus and learning.
Throughout the module I have evaluated the different types of learning and which one works best for myself. I find myself to be an auditory learner, which means I retain information best through hearing and listening, storing and recalling information by the way it sounds.
Reading out-loud is one of the best ways for me to learn, which is also why spoken instructions are easiest for me to follow, and why reading written instructions or study material to myself is key for my continued progress and professional growth.
[bookmark: _Toc120170026]Career motivation
Career motivation can be defined as ‘characteristics and behaviours that reflect the person's career identity’ (London, 1983), which is to say the different factors that affect their career and studies.
The career motivation that defines me best is a financial reward approach, an approach that means	I strive and work hard for a final goal or pay-off resulting from the efforts of my labour. I like to feel that my work is appreciated and valued, shown by my salary and benefits being of equal or similar value to what I feel my time and energy spent on my work is worth. 
Of course money is a common motivator for everyone but people with this approach place even more importance on remuneration than the average person, having the money to afford a certain lifestyle I am used to gives me the drive to work hard and be recognized.
This means I can easily be motivated and made willing to learn and grow, knowing a significant reward is awaiting in the long-term, it does not necessarily have to be a short-term gratification, but knowing that I can grow my skills and salary accordingly helps me invest in myself and my career. 
[bookmark: _Toc120170027]Skills required for accounting
There are many skills required to be an efficient accountant, even more-so because it is a profession that requires on-going development to keep up with legislature changes and newer more modern software.
A few of the main ones are:
· Knowledge of Generally Accepted Accounting Principles: these are standard practices that most accountants follow across the UK which must be known along with other regulatory standards to ensure honesty and integrity in accounting practices.
· Proficiency in a suite of software: most accounting work is done in a computer, through excel spreadsheets or other accounting software to keep track of money flow and balances. Reporting documents and financial statements will also be drawn up using word or other Microsoft suite software, and when getting to upper-level accounting positions analytic software will be used to help analyse raw data and make informed decisions for the business.
· Critical thinking skills: part of accounting is reconciliation of mistakes which can come in several forms, being able to pin-point where things could have gone wrong is essential for the day to day reconciliations of accountants, employers rely on the meticulousness of accountants to comply with government regulations.
· Time management skills: quarterly reporting and end of year statements are one of the most stressful parts of accounting as a profession, ‘seasonal stress will remain a very strong barrier to qualified individuals in making an accounting career’ as stated by Cluskey Jr, and Vaux (1997), this favours people with strong time management skills to tackle the huge work-loads in those stressing seasons.

[bookmark: _Toc120170028]Comparing my own skills
My strongest skills for accounting are my detail oriented nature and my calm demeanour when dealing with stressful projects, which will greatly help me in an accounting environment to keep up with my work and stay updated.
My problems are that I am not proficient with the software common amongst accountants, and my knowledge of accounting is quite limited for the time being.

[bookmark: _Toc120170029]Action Plan
My action plan is to enrol in online courses by AAT (association of accounting technicians), they are ‘the world’s leading professional body for Accounting Technicians’ (AAT ,2022).
Through their online lectures and many study resources, I plan to achieve a level 3 AAT diploma in accounting, which will allow me to work as an accounts assistant. 
After attaining this position I will continue my development onto level 4 professional diploma while working under a firm which will support me in my studies and offer me further responsibilities as my knowledge grows.
My preferred learning method fits well with the many online lectures available, and the fact that these positions have a lot of room for growth in the finance sector, makes me hopeful and motivated for my future earnings and position within the accounting world.
I will update my CV accordingly as I gain new qualifications and experience, networking at AAT events and seminars with other professionals to expand my reach and opportunities.
After level 3 is complete I will evaluate how difficult it was and the rewarding changes it brings to my career, to help evaluate if level 4 is the right path for me.




[bookmark: _Toc120170030]Reflection on concepts learnt in this module

The concepts learnt about and explored in this module have clarified how I can better develop professionally, and what my strengths and suitable job opportunities could be. I have also learnt how to make myself more attractive to employers and present myself in a professional and orderly manner during interviews.
[bookmark: _Toc120170031]Self-awareness
We have learnt about self-awareness and the importance of it, self-awareness allows for objective views of ourselves and our capabilities, which greatly helps know what we can work with and the type of environment we thrive on. ‘Research has supported a positive relationship between ‘self-awareness’ and overall success’ (Ashley and Reiter-Palmon, 2012).
[bookmark: _Toc120170032]Johari Window
We learnt about the Johari window which is a model that helps reflect on one-self, it classifies people’s knowledge of themselves in four classes, open, blind, hidden and unknown based on how much they know about themselves. Information about the person is classified in the four quadrants and the end-goal of this technique is to move the information in the unknown and hidden quadrants into the open and blind ones, allowing for better knowledge of the self and better inter-personal relationships with those around us.
I personally learnt how I work best with teammates, preferring to follow instructions rather than give orders, which helped me communicate better at work and work efficiently in a team.
[bookmark: _Toc120170033]Continuing professional development (CPD)
CPD is a broad term used to describe a mix of methods to help manage on-going learning and professional growth. The focus of these methods are result-driven, striving for real-life applicable benefits. A key point of CPD is that ‘one size doesn’t fit all’ and that every person’s cpd will be different and customized.
To my understanding it is a never-ending investment in one-self, and a way to plan development linking learning to practice, ensuring skills are kept up to date and preparing us to take on more responsibilities through growth of our knowledge, experience, confidence and credentials.
CPD has become more important in today’s workforce as many professions keep evolving substantially over a short span of time, Mulvey (2013) says that cpd ‘is becoming a formal requirement for registration and/or membership of the relevant professional association’.
For myself this knowledge of the importance to keep updating and polishing my skills has brought on the decision to continue further education via self-learning, specifically in accounting which is a profession notable for the requirement of constant learning as new responsibilities can be taken or changes in the finance world affect the work.

[bookmark: _Toc120170034]UK Employment law
UK Employment law regulates many aspects between employers and employees, from the recruitment process, the employee contract and rights, to payroll, pension schemes and policies regulating working conditions and ensuring health and safety standards for every party involved.
Often times specially in manufacturing and production businesses, safety regulations slow down the work and are undesired by the business owner as it can reduce productivity, however ‘a balance must be maintained between health and safety and the efficiency and profitability’ says Vassie and Lucas (2001), this is part of what the UK employment laws enforce.
Other aspects of it deal with discrimination during recruitment processes or termination of employees, as it is unlawful to discriminate based on sex, sexual orientation, race, religion, age, disability, or others. 
Contracts are required to be concise and fair, they are made clear with all relevant information to the employee by UK laws which require that every relevant detail is stated in the organizations term and conditions. There are also minimum terms that any employer is required to follow, such as a national minimum wage, sick pay, mandatory holidays, and working time restrictions which greatly increase the quality of life of the average worker, and prevent companies from predating their workers for profit.
As such it is very important to know the employment laws and the rights that we have as workers, through this module I have explored my own rights and grown confident in pushing back if I notice management pressuring me in unlawful ways, this will also help me in my accounting career as integrity and not falling victim to outside pressure is part of the job.
[bookmark: _Toc120170035]How to be attractive to employers
We also explored how to make CVs more attractive to employers, and how to conduct ourselves in interviews to appear more confident and suitable for the position.
CVs should be well presented and divided in sections so the employer can easily find the information they are interested on, as they have many CVs to go through we need to catch their attention quickly. I have reviewed my own CV and updated it to be more presentable and specific about the information relevant to the jobs I am interested in applying for.
Interviews can be made way easier by researching the company and position in advance, knowing what to expect and getting an idea of what they expect of me as a worker. Practicing in advance also helps with the nerves and will make the common questions a breeze, giving the employer a sense of safety that I am the right candidate for them.
Dressing well and having a good disposition with a clear voice is very important in appearing confident and giving a good first impression, which is also vital to advance in the recruitment process.
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