
Briefly describe the project/assignment you have accomplished.   
 
I have worked as an Assistant Accountant at BHP since September 2019; I was excited for the 
opportunity to train as an accountant with such a big organisation as I wanted to gain valuable 
experience in accounting. A job I have recently been involved with is the preparation of 
Management Accounts (MA) for a rapidly growing online retailer who have recently opened a store. 
This involved numerous steps and confident client communication. This includes updating Xero (our 
accounting software) with the information received so far. Such as processing invoices, reconciling 
bank transactions and a general review of the bookkeeping. I then go on to request any missing 
information from the client. Once I have all the relevant information, I begin work on the working 
papers, analysing data from the Balance Sheet and Profit & Loss looking for any discrepancies or 
anomalies compared to previous months and finding out why these have occurred. I will then 
process any journals needed such as accruals, prepayments, and loan interest. The reports are then 
prepared using the information I have analysed in the working papers and Xero and sent out to the 
client. The purpose of the working papers is this allows me to analyse the raw data inputted in Xero 
and to be able to use this analysis to create reports that are clear and helpful for the business. These 
reports are important for such a rapidly growing business as they want to make timely, well 
informed decisions to help their business grow.  
 

1. What were you thinking and feeling at the time?  
 

1.1.   When I started this job, I felt confident in both my knowledge of the client and my 
technical knowledge from my studies. I was excited to be able to put this knowledge into 
practice by looking at how these were prepared and taking on more complex work. I was 
also very keen to see how else I can use Xero to present useful and clear information to 
our clients to allow them to make better, more well-informed decisions to help their 
business grow. This meant I was communicating with senior colleagues I had not worked 
with allowing me to improve my communication skills within my team by having regular 
update meeting and emails.  

 
2. List points or tell the story about what was good and what was bad about the experience. 

 
2.1.  Good: 

- Exposure to different/new areas of Xero, such as the balance sheet, P&L and 
journals which I had only seen during my Financial Statements module. 

- Learnt how to manage my time working to multiple deadlines and how to work 
more independently. Whilst working on the MA I ensured I was aware of any 
other deadlines I needed to meet and communicating with my team should I be 
struggling for time. 

- The working papers were a new area for me to look at and it was interesting to 
go through this with a senior team member to fully understand all the different 
aspects of this. 

- Learnt a range of new calculations and was fully able to utilise the knowledge I 
had learnt from my software training and my level 4 modules when preparing 
the MA. Such as calculating and journaling the accruals and prepayments for the 
period. 

 
              2.2.  Bad: 

- Initially it was challenging to manage the multiple deadlines I was dealing with; 
however, I quickly learnt the best ways to manage my time and how best to 
communicate with my team on the progress of different areas of the job. I also 



learnt how to prioritise my work much better allowing me to better utilise my 
time. 

- I felt less independent than I had previously as this was a new area for me to 
look at, however, I found this a very interesting aspect of the job and was keen 
to learn. 
 

3. What goals does the experience address and how is it related to/supported by specific 
evidence in the portfolio? 

 
3.1.   My most recent goal was to be introduced to MA as after having looked at this in 

some of the level 4 modules (MABU and MADC) I gained a better understanding of how 
useful these could be to businesses. This helped me to be able to comfortably 
accumulate and analyse data in the working papers to help both my other team 
members and the clients make informed decisions about their business. I think this has 
also helped strengthen my teamwork and collaboration skills as this required me to be 
regularly reporting to my senior team member about the work I was doing or if there 
was ever a problem. Another thing I gained from this experience was I took more of a 
leadership role managing the bookkeeping as this was passed to a new trainee, during 
which, I made explained the processes and assured them they could ask questions. I was 
then reviewed this and ensured the work had been completed and provided both 
positive and developmental feedback. This additional responsibility allowed me to 
strengthen both my technical knowledge and my mentoring and leadership skills. 

 
4. What sense can you make out of the situation? What does it mean?  
 

4.1.   MA are a useful tool for businesses to allow them to see their financial position and 
make changes or act on things in real time. This client is primarily an online retailer who 
recently opened a shop, as I was preparing the MA monthly, we were able to see after a 
few months of trading that the shop was making significant losses. Due to Xero’s 
tracking features we were able to produce a P&L for the shop revenue and costs which 
allowed us to analyse and compare the costs each month. This highlighted significant 
costs far exceeding the revenue. A discussion was then had about the key cost areas and 
different ways to cut costs or improve revenue. For businesses, it is so important to be 
able to spot problems sooner and to act on them before they become too 
overwhelming. This allowed us to provide the additional support the business needed. I 
had ensured that we created relevant account codes for both the shop and the online 
store so I could clearly see which revenue and costs related to which store and was able 
to analyse the different revenue streams in detail. This was very interesting for me as I 
had not seen this in practice. 

 
5. What are the facts of this experience? Who was involved? What happened?  
 

5.1.   For the MA, the process of updating the working papers comes after the 
bookkeeping process. This requires me to communicate with my team member who 
processes the bookkeeping to ensure this has been updated, I then go on to review the 
bookkeeping. To ensure deadlines were achievable I would discuss my colleague’s 
current workload with them and try and come to a reasonable deadline which would 
allow enough time for the remaining stages of the job. Once I am happy that the 
information we have received has been processed, I will request any missing information 
we need from the client. Once Xero has been updated and there are no transactions 
outstanding, I will communicate this to my senior team member who will let me know 



that the working papers are ready to be updated. Once I have updated the working 
papers, my senior will then review and finalise these and let me know of anything that is 
not clear or needs amending. Once this is done, she will reformat this into a report that 
is clearer for the clients to see how the business is doing. These reports are then sent to 
our Partner who will review these before they are sent to the client. Finally, the reports 
are then discussed with the clients each month during a meeting with the Partner and 
my senior. 

 
6. How did the project connect to your understanding of the larger theme/learning 

objective/competency? 
 

6.1.         This job allowed me to apply my bookkeeping knowledge that I had gained from my 
AVBK studies as I was now reviewing the work of another team member who had no 
accounting experience and allowed me to provide constructive feedback where 
necessary. This also meant I had to demonstrate professional scepticism and be aware 
that he may have made mistakes. Whenever I identified a mistake, I made sure to 
discuss this with him to explain the error and how to correct it so that he understood 
this going forward. It also helped me to apply my management accounts knowledge 
gained from both my studies and my practical experience as I was looking at things and 
ensuring that all the relevant costs were included in the correct period by processing the 
prepayments and accruals. This job emphasised to me the importance of teamwork as if 
one area of the job were not complete the rest of the team could not progress. To 
ensure I met my deadlines I maintained good communication with my team and 
updated them on my progress and expected end date. This was important to ensure I 
met the deadline for the job. This taught me a lot about competency as I could see how 
important this information was to the clients and how imperative it was that the 
information, we were providing was accurate. So, I ensured that I asked questions or got 
assistance when I was struggling as I was very keen to prepare accurate reports for both 
the client and my senior team. This is very important to me as I look to progress my 
career both in accounting and within my team. 

 
7. What did you learn that surprised you? 
  

7.1.   All the different areas of the job have taught me a lot about accounting, and the 
software we use, as just in the process of preparing the reports we often use three or 
four different systems for different aspects of the job. When I initially started with BHP, I 
had a lot of training on many different software that the business uses and have 
continued to update my knowledge on any additional software BHP choose to use. This 
was a great experience as accountancy is quickly moving towards a cloud-based 
approach as this allows people to have access to real time information. The main 
software packages I use are Xero and Receipt Bank, which automatically extracts the key 
information and allows me to process information directly into Xero saving time.  

 
8. What else could you have done? What should you perhaps not have done?  

 
8.1.        One thing I should have done initially was ask about the different steps that are 

involved in preparing the MA. As I did not fully understand how what I was doing would 
then become the reports that were sent out to the clients. I think if I had asked this at 
the start, I would have had a much quicker understanding of the purpose of what I was 
doing and been able to clearly relate the things I had learnt in MABU and MADC to the 
reports that were sent out. 



 
9. In a similar situation, what would you do differently?  

 
9.1.  In a similar situation, I am now able to understand how the different elements of the 

job play a part in the accounts later and be much more confident in myself. As I now 
have a much deeper understanding of how and why we do things both from my studies 
and from practical experience. This has allowed me to go on to help new colleagues with 
their jobs and explain to them why we do things a certain way. This both allows me to 
work much more efficiently and allows me to take more of a leadership role in certain 
areas of the job by picking out errors or inconsistencies and giving constructive feedback 
on this.  

 
10. What challenged you? How did you meet the challenge?  

 
10.1. One challenge I faced was understanding how best to manage my time and what 

was expected of me. To be able to deal with this I learnt to communicate with my team 
as much as possible about my progress with my jobs and whether I needed help either 
technically or with meeting the deadline. I also tried to keep my calendar as up to date 
as possible and make myself a list of things each day that I needed to get done so each 
day I was aware of what needed doing. 
 

10.2. Another challenge I faced was learning to accept feedback and learn from it. To 
combat this, I started asking more questions to strengthen my knowledge and 
requesting more feedback on my work so I knew how I could improve. As the more 
feedback I could get the more I could learn. I have noticed that the amount of 
constructive feedback I have been receiving has dropped significantly as my knowledge 
and confidence improve. I have now been able to apply this feedback and provide 
feedback to new members of staff in a similar way. 

 
11. What would you do differently if you had a chance to do this project again? Why? 

 
11.1. If I were to do this again, I would get more exposure to working directly with clients 

as this was something I was nervous about initially. Looking back, I can now see that 
exposure to client communication is so important and that you do not always need to 
know the answers to every question but to know when to pass the query to another 
staff member or do some research on the subject. I would like to be present during a 
client meeting to discuss the MA as I think it would be useful to see how we discuss this 
with them, and which areas are important. I think it would also be useful to see what 
questions the clients ask and what information they want to know. 

 
12. What have you discovered about yourself as a learner?  

 
12.1. I have discovered that I need to be more confident in myself and my abilities and to 

push myself more. As I think this has taught me that constructive criticism or feedback is 
not a negative thing, it is there to help you improve and to prevent you making the same 
mistake. I also now know that the more you push yourself and put yourself out of your 
comfort zone the more you learn. 

 
12.2. Another important thing I learnt is that it is not a bad thing to ask a lot of questions. 

Especially in this industry, as I learnt at the start of this apprenticeship it is much better 
to ask for help than to make mistakes that could go unnoticed as this could potentially 



lead to material errors further down the line. It could also lead to additional work for my 
team if my work needs correcting. This taught me that the theoretical knowledge really 
helps back up the things you learn in practice. As initially when I first started at BHP, I 
had no knowledge of accounting and did not really understand why I was doing what I 
was. Now, I am much more confident and have a much better understanding of how the 
jobs all link and why we do them. 

 
13. How did this learning relate to your goals (personal, academic, or professional)? 

  
13.1. One of my goals professionally is to be able to give valuable advice to business to 

help them grow and succeed in an everchanging market. The MA have taught me a lot 
about the advice I can give both with day-to-day decisions and with wider business 
decisions. It also shows how a good relationship between an accountant and a client can 
really help a business grow and succeed. One of my personal goals is to be more 
confident in both my technical abilities and my communication skills and I think being 
able to gain experience with a range of clients across a wide range of industries is really 
helping me with this. 

 
14. How have you grown as an apprentice during this apprenticeship?  

 
14.1  My confidence in myself and my abilities has changed massively during this 
apprenticeship. I have found that the initial doubts I had because I had no previous 
accounting training or experience were quickly diminished by how quickly I picked up the 
technical knowledge. I also think my team pushed me a lot to grow both technically and 
personally as I am now much more comfortable talking to clients both via email or 
telephone, and even helping new team members with their training.  
 
14.2  I can also see how my responsibilities and job allocation has changed massively after 
having started as primarily a bookkeeper working on smaller clients and ad hoc jobs and 
having my work regularly reviewed. To now working on bigger more interesting clients and 
taking more of a leadership role amongst the new trainees by both helping train them on the 
systems and processes and by reviewing their work. This has helped my team working and 
leadership skills massively as I feel like I can give constructive criticism to help them improve 
and teach by example. This has helped build my confidence as I am now able to look back on 
my mistakes and help prevent other staff from making the same mistakes. I have constantly 
tried to update my knowledge as legislations and rules change to ensure that the work I 
produce is as correct as possible, and ensuring my technical knowledge is maintained 
especially when taking on new and more complicated work.  

  


