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Task A
For this task I have chosen two professional office jobs;
1. Account Assistant
2. HR Office
Both positions require technical knowledge, digital skills and transferable skills which allow people to work effectively in the organisational setting.
Accounts Assistant position focuses on the maintenance of accurate financial information and financial process.
[bookmark: _Int_QhGTIdY2]The main requirements for this job position are numeracy, attention to detail, accounting knowledge, Microsoft excel skills, good organizational skills and deadlines. Responsibilities include the processing of invoices, financial record keeping, report making and reconciliations. This means that accuracy and reliability are very important factors in this positions.

HR office position involves a different area of specialist knowledge, mainly related to employee management and workplace procedures. Key skills identified are communication, confidentiality, knowledge of employment practices, recruitment assistance, record keeping, problem solving and digital competence. 
HR professionals are responsible for managing sensitive information, recruit employees and ensuring that the company policies are being followed.

Although accounting and HR are different, both jobs highlight common skills; attention to detail, communication, organization, teamwork, time management, computer literacy and professionalism

While both positions require similar transferable skills there are differences in terms of their main responsibilities. The first position entails performing tasks such as transaction recording, report preparation and record keeping, which aid in the financial functioning of the organization. On the other hand the main responsibility of the second position involves dealing with employee information, recruitment and policy enforcement. This implies that while accounting entails dealing mainly with financial aspects, human resource management deals with people. However both are crucial in ensuring success of the organization.

Moreover, employers expect candidates to be professional and adaptable as well. The technology keeps on evolving and changing the way accounting and human resources operate as there have been many companies who have embraced cloud computing for accounting and HR purposes. Those who are ready to learn and adapt to new situations will find success in these professions.

Task B - SWOT analysis
A SWOT analysis represents a framework that helps in evaluating existing competencies and determining areas that need improvement. It makes it possible to understand how personal attributes match those required to be employed in accounting and human resources management.

Strengths
1) Being able to organize tasks properly.
Being organized means that the person will have no problems working on many tasks simultaneously and remaining accurate at the same time.
The skill of being organized has been developed on account of the variety of duties I have managed as well as ensuring that the duties are accomplished before deadlines. In relation to accounting this strength helps in accurately processing financial data however, in human resource management it allows for organizing the files and recruiting processes. Moreover being organized reduces the chances of making mistakes.

2) Being attentive to details.
This personal trait is especially important because both in the case of accounting and HR as a lot of important information is processed. For example, in the case of accounting the accuracy of the records should be preserved, while in the case of HR, the accuracy of all documents related to employees should remain high.

3) Good communication skills.
It is extremely important when it comes to working in a professional environment as it becomes necessary to communicate with supervisors, coworkers and other people outside the workplace.

4) Reliability and responsibility.
These traits become important when the employer want to hire somebody who will be able to complete assigned tasks by himself and will preserve confidentiality of the information
Weakness
A weakness that needs development is a lack of confidence when speaking in formal situations such as presentations or official gatherings. Even though good communication is possible in informal situations, boosting confidence in formal interactions will help me perform better at the job.
Another area where I need improvement is that of experience with specific workplace software. Being generally computer literate, it is necessary to have skills with certain systems, such as accounting software, payroll systems and HR database. Improving in these areas will increase my competitiveness in the job market.
Finally, another area where I need development is that I spend too much time making sure that my work is done perfectly well. Though perfection is an asset it is required in the professional word to find the right balance between quality and time efficiency.

Opportunities
Some options for improving my employability include professional training sessions and virtual learning which could help improve my skills in various areas such as Excel, accounting and human resource management software programs.
Experience through working, internships and volunteerism can provide some insight on what is expected in the workplace. This will help me gain more practical knowledge and create professional connections.
Other opportunity in developing my knowledge is by engaging in associations like ACCA and CIPD. Professional associations like these provide useful information to improve career prospects. Improving professional knowledge will prepare me well for my future career.
Threats
One major issue that exists in the areas of account and HR management is the competition in the job market. As many people have similar qualifications and skills so providing experience it is important for standing out.
Which another problem that can occur is due to change in technology.
People that who do not continue to develop their technological skills may find it more difficult to be competitive in the job market.
The other difficulty is associated with the fact that both accounting and employment laws keep on changing, it is necessary for people working in these fields to be involved in learning throughout their careers to make sure that they comply with the existing laws. 


Evidence of job readiness
I feel ready to begin working in an accounting and human resource environment due to the skills that I have acquired from my studies and through daily tasks. 
Prompt assignment submission has improved my organizational and time management skills while working with others on assignments has improved my communication and teamwork skills.
I am confident with the use of microsoft word, excel and PowerPoint, which are necessary in an office environment. 
In addition, the ability to think critically has been developed by being involved in projects involving research, planning and decision making processes. The above mentioned skills have resulted in increased independence and better analytical skills with respect to data. I appreciate criticism and will use it to develop myself. I realize that developing oneself is a continuous process and I will strive to learn new things and function in various environments. I am also aware that to work in a professional setting I need to be flexible. Learn from mistakes and broaden my knowledge since it is going to improve my performance at work and help me become a better worker for the future.

Task C: Employment goals and personal development plan
Based on my SWOT analysis, I have defined short term as well as long term career goals that will support my career development growth in accounting and HR.
1) The short term goal consists in improving my technical skills and professional confidence within the next six months. It includes the improvement of techinical expertise in using accounting software, HR systems and professional communications. This goal is important as employers expect candidates to have technical ability and strong workplace skills.


2) The long term goal is to getting a job position of either account assistant or HR officer and progress into a more senior role such as HR manager. This aligns with my career aspirations because I want to gain professional experience, taking up responsibilities and contribute positively to organisational success.


This plan will be used to track my progress as well as to deal with those weaknesses which were revealed during the SWOT analysis. To build up my self confidence I will participate in those activities that include communication and presentation in the next six months. Also, I will take some training programs on line to improve my knowledge about software related to accounting and human resources. My progress can be estimated by completing those training programs, receiving feedback and showing improvements in confidence in using professional systems.

Personal Development Plan
	Development area
	Action
	Timeline
	Resources required
	Measurement

	Communication
	Participate in presentation
	3 months
	Online course
	Increased confidence

	Accounting / HR software knowledge
	Train in excel, sage, xero & HR systems
	6 months
	Online course
	Certificates completed

	Time management
	Use planning tools to organise tasks
	ongoing
	Digital calendars
	Meeting deadlines



I will perform a quarterly evaluation of myself to determine whether I have achieved my goals. In case of necessity I will change my development plan and set new goals and additional training programs. I intend to maintain and improve my employability and be ready for my future career growth.
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