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Element 1: Carrer Sector Investigation 
Chosen sector and career direction 
My chosen sector is accountancy with a clear long-term career ambition to establish a practice serving small businesses. This direction connects my Polish Economics Technical qualification with my current Certificate of Higher Education in Business Skills at the University of Wales Trinity Saint David. I would first like to secure an Account Assistant position, update my technical knowledge and gain experience of finance processes. Owning a practice would eventually allow me to combine accounting work with responsibility for customer relationships, service quality and business decisions. 
Overview of the sector
Accountancy supports organisations by recording transactions, preparing financial information and helping managers understand business performance. Employment exists in private companies, public organisations and specialist practices. Prospects (2024) describes accounting technical responsibilities including bookkeeping, invoices, payroll support and accounts preparation. Small businesses are a potential client group for a future practice, particularly where owners need help organising records. However, a viable business would require research into local demand competitors and pricing. Before accepting clients, I would need appropriate professional competence and clear understanding of the requirements applying to my location and intended services. 
Skills and professional attributes 
Accuracy, confidentiality, organisation and communication are particularly relevant to this sector. Prospects (2024) identifies attention to detail, spreadsheet ability and analytical skills among the competencies accounting technicians need. Errors can affect the usefulness of records, while unclear explanations can make financial information difficult to act upon. Hays’ (2026) Swansea Account Assistant advertisement provides a practical example: it requests invoice processing, reconciliations and strong Excel skills. My earlier invoicing experience gives me a starting point, but these expectations show where further development is necessary. Professional integrity also means recognising my limitations and seeking guidance a task exceeds my knowledge.







Current industry trends
Artificial intelligence is reshaping accounting work. ACCA (2026) explains that routine execution is becoming more automated, while judgement, oversight and decision support remain important. For a small practice this could create opportunities to organise information more efficiently and spend more time discussing clients’ needs. Nevertheless, faster processing does not establish that an output is correct. Staff need to question results, understand the underlying records and protect confident information. This trend makes continuous learning important; technical knowledge and digital skills must develop together. I would therefore need to evaluate unfamiliar tools carefully before relying on them in client work. My Business Skills studies can help me understand how organisations operate. This will support my development in managing a practice, maintaining client relationships and making decisions about my future business. 
Personal career fit 
My career interest is supported by casual accounting work at MirBud and three finance placements at Gostynin City Office. At Amazon, inspecting customer returns also gives me practice in careful assessment and fallowing procedures. These experiences encourage me to move towards finance, although I need more recent accounting experience and refreshed Excel knowledge. I am attracted to business ownership because I could develop a service reflecting my values and treat employees fairly. My next steps are to strengthen software skills, investigate professional training and develop the confidence to communicate clearly with colleagues and future clients. 




Element 2: Skills Audit and Professional Development Plan
Personal SWOT analysis
	Area
	Personal audit 

	Strengths
	Economics Technician qualifications; earlier invoicing and document experience; current Business Skills studies; experience following workplace procedures. 

	Weaknesses/ Areas For Development
	Limited recent finance experience; Excel functions need refreshing; confidence in assertive communication and client advice needs development. 

	Opportunities
	Finance vacancies and placements; professional training; opportunities to build contacts with employers and accounting professionals. 

	Threats/ Challenges
	Competition for suitable roles; changing software and technical requirements; business start-up costs; balancing development with work, study and health. 



My SWOT suggests that I have a relevant foundation but need to update it before processing. Invoicing experience can support an application, while recent finance employment would help me understand current processes. I also need to develop confidence in clearly explaining financial information and addressing problems professionally. These priorities connect employability with my longer- term business ambition. This matters for my future practice because difficult conversation may involve errors, deadlines or disagreements. I want to respond calmly, explain the issue clearly and agree next steeps while respecting everyone involved. 
Emotional intelligence and professional behaviour 
A difficult experience in a previous workplace helped me recognise the importance of emotional intelligence. Two colleagues repeatedly made insulting comments about my appearance and encouraged negative attitudes towards me, I initially ignored their behaviour, hoping it would stop. As the pressure increased my team leader encouraged me to report it. I provided a written account to the manager. Discussions and disciplinary proceedings followed, but some colleagues continued to blame me and I eventually left. I learnt that asking for support and setting boundaries are part of responsible professional behaviour. As a future employer, I would want employees to feel able to raise concerns.


Applying theories to my development
Goleman (1995) connects emotional intelligence with understanding emotions and managing relationships. Applying this perspective, recognising my distress demonstrated self-awareness, while reporting the problem formally supported constructive communication. However, delaying the report suggests that I need grater assertiveness. Empathy remains important but should include consideration for my own wellbeing. The experience also motivates me to listen carefully when others describe difficulties. 
Gibbs’ (1988) reflective cycle provides a structured route from describing an experience to planning future action. My evaluation identifies seeking support and documenting events as useful responses; ignoring repeated behaviour was ineffective. Analysis also shows the limits of individual action when workplace relationships remain hostile. My conclusion is that I can improve how I communicate concerns without assuming responsibility for other people’s misconduct. In future, I intend to document relevant facts, seek advice earlier and use appropriate reporting channels. This turns reflection into a practical development plan. 
SMART development goal 
	SMART element 
	Development commitment 

	Specific
	Develop assertive communication by stating concerns, explaining my views and setting boundaries respectfully. 

	Measurable
	Complete six practice conservations, write a short reflection after each and request feedback from a trusted classmate. 

	Achievable
	Use university learning resources for 30 minutes weekly with shorter sessions when health affects concentrations. 

	Relevant
	Improve professional relationships and prepare for future client communication and leadership responsibilities. 

	Time-bound
	Complete withing eights weeks of starting; review progress after four weeks and at the end, recording any health- related adjustments. 


 



Element 3: Recruitment Application Pack 
Selected Role 
Accounts Assistant at an international manufacturing company in Swansea, advertised through Hays, reference 4834042.
Vacancy: https://www.hays.co.uk/job-detail/accounts-assistant-swansea_4834042
Curriculum vitae
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Cover letter
Dear Mr Loring ,
Re: Accounts Assistant in Swansea reference: 4834042
I would like to apply for the Accounts Assistant position advertised through Hays. With a Polish Economics Technician qualification, earlier accounting support experience and current Business Skills studies, I am keen to return to finance and contribute to your client’s team.
At MirBud, a family business in Poland, I provided occasional accounting support during 2018-2019. I issued invoices using Subiekt 123 and InsERT, entered accounting documents and organised financial records. These duties provide relevant experience for the vacancy’s emphasis on invoices and supporting documents and organised financial records. These duties provide relevant experience for the vacancy’s emphasis on invoices and supporting documentation. I also completed three two-months placements in the finance department of Gostynin City Office, assisting with filing, administration and translating simple emails from English to Polish. 
I currently work at Amazon in order picking and customer returns quality control. Assessing the condition of returned products requires careful observation and judgement, My previous production and warehouse roles have also involved following procedures and meeting deadlines. I would bring this methodical approach to financial administration while learning your client’s processes. 
I used Excel throughout four years of school study and recognise that I need to refresh some functions. I have not yet used SAP or carried out reconciliations independently, so these would be areas for further training. The opportunity to broaden my knowledge within a finance team is a particular reason for my interest. 
I would welcome an interview to discuss my relevant experience, development needs and motivation for moving into an Accounts Assistant role.
Yours sincerely, 
Eliza Pietrzak 

LinkedIn profile 
https://www.linkedin.com/in/eliza-pietrzak-37756a409
 Professional headline
Business Skills Student at UWTSD | Economics Technician Qualification | Accounting Support Experience | Aspiring Accounts Assistant










About 
I 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. I 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. I used Subiekt 123 and InsERT software in this role. I also completed a six-month placement in the finance department of Gostynin City Office, where I organised documentation and helped colleagues translate simple emails from English into Polish.
I currently work at Amazon in customer order picking and returns quality control. I 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.
I developed my Excel knowledge through four years of school study and want to refresh and strengthen these skills. I use English in my work and studies and continue to improve through regular practice.
I 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.
Experience and skills 
Accounting Support - Casual, MirBud, 2018-2019: invoicing, accounting document entry and financial record organisation. Finance Department Intern, Gostynin City Office, 2017-2018: three two-month placements involving document organisation, administration and translation of simple emails. Current employment: Amazon, customer order picking and returns quality control.
Relevant skills: invoicing, data entry, document management, Subiekt 123, InsERT and Excel knowledge developed during school study.








Applicant rationale 

My application targets the Accounts Assistant position in Swansea advertised by Hays (2026). I used the vacancy to identify the closest links between my background and the work involved. Financial documentation, careful checking and software knowledge guided the selection of evidence across the application pack.

I organised the CV to place accounting support and finance placements before other employment. This makes my relevant experience visible. MirBud demonstrates invoicing and record organisation, while the Gostynin City Office placements show experience in a finance environment. I described the placements as three separate periods totalling six months so that the dates do not suggest continuous employment.

For my Amazon role, I highlighted product assessment and following procedures. These activities support attention to detail and a methodical approach, although they do not establish accounting expertise. I summarised earlier warehouse and manufacturing employment to retain evidence of deadlines and adaptability without allowing unrelated duties to dominate.

The cover letter explains why I want to move into finance and connects my earlier experience to the employer's needs. I included Subiekt 123 and InsERT, while acknowledging that my Excel knowledge needs refreshing. I did not claim SAP, reconciliation or month-end experience. Those gaps matter because the advertised responsibilities extend beyond my experience.

The LinkedIn section presents the same qualification, accounting background and career direction as the CV. Its headline identifies the role I am seeking, while the About section explains how my earlier finance experience relates to my current career plans. I included invoicing, document administration and workplace accuracy to create a consistent professional identity. This consistency helps a recruiter understand my move towards accounting across the different application documents. My longer-term ambition to establish a practice explains my motivation to gain experience, strengthen my skills and develop professional confidence through further learning and relevant practical experience.
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AI acknowledgement: 
I confirm that I have not presented any AI-generated text as my own work. I confirm that I have retained copies of drafts, notes, and resources used before and after the use of AI tools.
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‘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 i 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.

«  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.

«  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

« Expected completion: April 2027.

Economics Technician — Polish Vocational Qualification

Completed 2020

Zespét Szkét Ekonomiczno-Kupieckich im. Ludwika Krzywickiego, Blogk, 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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