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Employability Skills, Self-Assessment and Personal Development Plan
Task A: Selection of Job Adverts and Identification of Key Skills
For this task, I compared two different job adverts to identify the skills and knowledge employers are looking for. The first job advert is for a Kennel Manager at Beoley Kennels in Redditch, which can be accessed at: https://uk.indeed.com/viewjob?jk=7f91e94b3548bc68&from=shareddesktop_copy. The second advert is for a Management Accountant/Assistant Management Accountant at Shipleys Gaming and Bingo in Halesowen, which can be accessed at: https://uk.indeed.com/viewjob?jk=41fbc9cfe14d7f76&from=shareddesktop_copy. Although the two jobs are very different, they both require a number of similar skills. The Kennel Manager role involves supervising staff, organising daily work, communicating with customers and making sure that animals receive the correct care. The advert also highlights the importance of being reliable, organised, flexible and able to work well with others. Good communication and attention to detail are also important because the role involves caring for animals and managing different responsibilities (Beoley Kennels, 2026).
The Management Accountant/Assistant Management Accountant role is more focused on finance. The employee would be expected to help prepare management accounts, reconcile accounts, investigate financial differences and support financial reporting. The advert also requires good attention to detail, accuracy, organisation, communication, teamwork and the ability to work under pressure. Knowledge of Microsoft Excel and financial reporting systems is also important for the role (Shipleys Gaming and Bingo, 2026). When comparing the two adverts, the main common skills are communication, organisation, attention to detail, reliability and teamwork. This shows that transferable skills are important even when jobs are in completely different industries because the same skill can be used in different ways depending on the role.
The skill I would most like to use in my future career as an Accounts Assistant is attention to detail. This is especially important in accounting because financial information needs to be accurate. For example, entering the wrong figure or failing to notice an error could affect financial records and reports. I would use this skill by checking figures carefully, reviewing my work and making sure information is entered correctly. My previous work experience has also helped me understand the importance of completing tasks properly and taking responsibility for my work. I believe that improving my attention to detail will help me become more confident and successful in an accounting role.













Task B: Self-Assessment and Evidence of Employability Readiness
I used a SWOT analysis to look at my current strengths, weaknesses, opportunities and threats. SWOT analysis is useful because it helps people understand their current position and identify areas that they need to improve (Open University, 2026a). Completing this analysis has helped me think more honestly about the skills I already have and the areas I still need to develop before progressing further in my career. One of my main strengths is my previous work experience. I have worked in different environments, including Night Freight, Midland Bacon and DHL, which has helped me develop transferable skills such as reliability, time management, teamwork and adaptability. Working in different places has also taught me how to adjust to new environments, responsibilities and workplace expectations. My work experience has helped me develop a good work ethic because I understand the importance of completing tasks and taking responsibility for my role. These qualities are relevant to both job adverts because both employers expect staff to be reliable, organised and able to work effectively as part of a team. Another strength is my academic experience. Studying Business Studies has helped me develop my knowledge of business, finance and management, while completing university assignments has improved my research, writing and time-management skills. I also believe that I am willing to learn. Although I still need to improve my practical accounting skills, I am prepared to learn new systems and develop my abilities. The Open University (2026b) identifies communication, collaboration, problem-solving, numeracy and digital literacy as transferable employability skills that can be developed through education, work experience and personal development. My previous work experience has also helped me develop transferable skills that can be applied to different jobs and industries (Prospects, 2025).
One of my main weaknesses is that I need to improve my practical knowledge of accounting software and Microsoft Excel. Although my studies have helped me understand business and financial topics, I do not yet have extensive experience using accounting systems in a real workplace. The Management Accountant/Assistant Management Accountant advert specifically mentions the importance of Excel and financial reporting systems (Shipleys Gaming and Bingo, 2026). To improve in this area, I need to practise using Excel, including formulas and pivot tables, and learn more about accounting software used by businesses. Another area I need to improve is my confidence in unfamiliar professional situations. Moving into an accounting environment would be a new challenge for me, and I may initially feel nervous when learning new systems or asking questions. However, I understand that confidence develops with experience. I also need to continue developing my professional communication skills because an accounting role may involve communicating with managers, colleagues, customers or other departments.
One of my biggest opportunities is continuing my education. My Business Studies degree has given me a good foundation of knowledge and helped me develop skills that employers value. I can also use university support, careers services and tutor feedback to help me prepare for employment. Another opportunity is applying for entry-level accounting jobs, such as Accounts Assistant or Finance Assistant positions, which would allow me to gain practical experience and develop my accounting skills. There is also the opportunity to complete further qualifications. The accounting job advert mentions AAT or an equivalent qualification as desirable (Shipleys Gaming and Bingo, 2026), so professional training could improve my knowledge and make me more competitive. Online courses could also help me improve my Excel and accounting software skills.
One threat to my career development is competition for accounting jobs because other applicants may already have accounting qualifications or financial software experience. I can reduce this threat by developing my technical skills and gaining relevant experience. Another threat is the changing nature of accounting, as technology is becoming increasingly important in finance. If I do not continue developing my digital skills, this could affect my future employability. A further threat is losing confidence if I am unsuccessful in securing a job immediately. However, I can use unsuccessful applications as opportunities to improve my CV, interview skills and experience. Overall, my SWOT analysis shows that my previous work experience, education, reliability and willingness to learn are strengths, while my accounting software knowledge, Excel skills and confidence are areas that need further development. These areas will therefore be the main focus of my Personal Development Plan.


















Task 3: Employment Goals and Personal Development Plan
My short-term goal is to obtain an Accounts Assistant or Finance Assistant position within the next 12 months. This is important to me because it would allow me to gain practical experience and begin building a career in accounting. My long-term goal is to progress to an Assistant Management Accountant or Management Accountant role within three to five years. These goals are realistic because they give me time to gain experience and develop the skills I currently lack. Personal development planning involves setting goals and identifying the steps needed to achieve them (Open University, 2026b). To achieve my goals, I need to improve my Excel skills by completing online training and practising formulas and pivot tables over the next three to six months. I also plan to develop my knowledge of basic accounting software within six to twelve months. Within the next year, I will apply for Accounts Assistant and Finance Assistant positions to gain relevant practical experience. I will also practise interview questions and professional communication on an ongoing basis to improve my confidence. In the longer term, I will research AAT or another suitable accounting qualification to decide whether further professional study would support my career progression. A personal development plan can provide a structured way to identify skills that need to be developed, set goals and plan the actions and resources needed to achieve them (Open University, 2026c). I will review my progress regularly and make changes to my plan if necessary. This will help me stay focused on my career goals and make sure that I am continuing to develop the skills needed for my future employment.
Area I need to improve	Action I will take	Timescale	How I will measure progress
Excel skills	Complete online training and practise using formulas and pivot tables.	3–6 months	Complete the training and use the skills in practice tasks.
Accounting software	Learn how to use basic accounting software.	6–12 months	Complete training and develop a better understanding of accounting systems.
Practical experience	Apply for Accounts Assistant and Finance Assistant positions.	Within 12 months	Submit applications and gain relevant employment experience.
Confidence	Practise interview questions and professional communication.	Ongoing	Receive feedback and become more confident during interviews.
Professional qualifications	Research AAT or another suitable accounting qualification.	12–24 months	Decide whether to enrol on a suitable qualification.
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