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Joshua Machicado
Business Cornerstone—Fall 2015
Professor: Lisa Simmons
CAREER PORTFOLIO REPORT



I.  Mission, Goal Setting, Information Gathering, and Self-Assessment

[bookmark: _GoBack]My name is Joshua Machicado and I am an Accounting student at Towson University. The main reason why I am  focusing  in  accounting is  because its  a  reliable  work  that has a lot of  demand for it and it is very interesting .In addition, I would  to earn enough money provide for my family and be able to economically help them to have a better life.
II.   Statement of Career Goals

I have been studying accounting for the last 3 years and one of my goal is to work in a public firm after graduation. I am planning to take a break for 8 months to get a job in an accounting firm. During that period of time I plan to be studying and getting prepare to obtain my CPA certification.  My plan is to meet the credit requirements to be able to sit and take the Certified Public Test. Education Requirements for Certified Public Accountants the required training for public accounting is a good education. Before someone can take the exam they must have a total of 150 semester hours.  Students who want to become CPAs also have to complete 27 hours of accounting related work, and 21 hours of other business related work. I plan to be done with the CPA test in one or two years after graduation. After getting my certification will try to look in different field Such as finance. Completing college will help me in my career.  However. For a long time, I had an interest for finance but first I want to focus in Accounting because I want to increase my opportunities in my career. Eventually, I want to open my own private firm  




III.   My Greatest Strength/My Greatest Weakness

One of my biggest weakness is that I do not talk all the time but. I am shy person for many different kind of reasons. The first reason would be because I do not always like to talk t to or sometimes I don’t know how to talk to a stranger .For example the time that I went to the career fair. It was really tough for me trying to talk to the recruiters since I used to be awkward because usually I did not know how to start the  conversation or  the right way to approach them . However, I noticed that this was an issue   therefore I decided to do something to enhance my communication skills. That’s why I joined a business fraternity  to  improve  my communication skills and  to be  more  professional  when approaching  recruiters or strangers .


IV.    Academic Performance Memo

I currently have a 3.00 GPA which is below the University’s average    which is 3.3 GPA.  I wouldn’t say that I’m  doing  bad  or  that I am doing  great . I just feel that I’m just in the middle   trying   to stay there. 
I have taken many difficult classes and I feel that my performance in those classes were acceptable because I only got B’s and above. I wish I could have done better but the difficulty from those classes was challenging .I noticed that in the  majority of my  grades  were B  and that gave an  average  of  3.2 in most of my accounting classes  which I think is really good . The only classes that  usually a  affected my  grade were  the core  classes , where my performance  was not as  good as I hoped. I guess it was because I used to mainly focus in in my accounting classes.
In the future want to improve my  academic performances and I think it will be possible because I have a better understanding about the grade system  
V.	Job Search Readiness Memo

My first score in the Job Search Readiness Inventory Grade Sheet was a 37. The second one that I had a total of 57 points. I can say that I feel more confident about my readiness for jobs. I feel that trough the semester I came with a better idea to achieve my goals. In addition, I have more information about the feel that I want to peruse after I graduate.  I feel more confident about my skills and what I can offer to different companies 

VI.   Career Interview: Gather Information to Determine Career Requirements

Interviewing a professional can help people better understand what a career involves.  I interviewed Saud Zafar who is, CPA accountant working for In Chevy Chase MD. Saud Zafar received a Bachelors’ of Science degree from University of Nebraska, Lincoln, Nebraska in 1986, with Major in accounting. He continued to graduate school earning a Masters in Business Administration (MBA), with major in Finance and minor in Accounting in1988 from University of Nebraska, Lincoln, Nebraska in the interview, Mr. Zafar told me some information I already knew but overall I learned some useful facts that will help me in the future.

Skills Required for Succeeding in the Career 
Technical skills 
He mentioned that knowing what are you doing and being able to have good managing skills is essential to become good in business .He mentions that also overcoming language barriers is needed to be a successful public accountant.  There will be times when a client does not know what they want or are not specific enough. Therefore, He needs to be a clear as possible to understand the costumer’s current situation. Mr. Zafar has experienced this, and explained that good listening skills are important to understand and communicate with people. 

Advice to Help Benefit Students
Asking Questions and practice Help Students Learn
Always try to ask question or for help because that’s the only way one can learn and it always help to avoid mistakes and errors. Because knowledge increase the performance of the company and to produce good work.  He also mentioned that Internships help students decide what kind of work they prefer. Not only do internships show what work is actually like, they are an excellent

Speaking with Individuals
 Besides the interpersonal skills needed, Mr. Zafar did not talk about many oral presentation skills.  This is because a public accountant speaks with individual clients instead of large groups. However, He emphasized how good communication with the costumer is essential to keep the business running because an accountants must be able to understand all the financial and social situations of different clients, so they are able to get their job done. 
Correct Format and Word Choice Lead to Good Writing
Written communication skills are important for formality and to communicate within the organization and with costumers. He mentioned that when writing an email is always important to use the proper format and word choice to make it easier to read.  Mr. Zafar emphasize that everything should be written in a clear and concise way for the better understanding.
Math is Important

Mr. Zafar mentioned that Math skills are important to be a public accountant because the sources of the numbers it’s important determine the important data .He mentioned that is it possible to always try to help improve areas of weakness because you will never know when it’s important to use those skills.
Mr. Zafar’s Strongest Skills

Mr. Zafar discussed his ability to solve problem.  He explained that it is important to understand how to apply certain scenarios to people’s unique situations.  Mr. Zafar said one of the main reasons why he is a good problem solving is because he was never afraid to ask question. Training played an important role in developing her skills.  In addition, Practice was the key to increase her knowledge of accounting. He learned a lot from his curiosity and work experience.  He got his skills by working, and observing how others work.  .  

Satisfying and unsatisfying aspects of career
An important lesson learned from teamwork in this job was patience.  Patience is important because everyone works differently.  This means some people are strict and others are easy going in a work environment.  Patience helps people adapt to others work style.  This makes teamwork easier and more efficient because the group will understand each other, resulting in fewer arguments However, One of the unsatisfying parts of his work was that not everything goes as planned    because sometimes some projects to estimation not always work but he leaned that he has to identify the mistakes and move on to the next project.

Ethical Challenges
Accountants are required to follow a code ethics.  The code of ethics states that financial statements must be presented in the correct format and all audit rules have to be followed. They must always be ethical not to avoid future problems but to maintain the culture of the work environment. Sometimes, a client does not follow the rules, the firm must make a decision on whether to continue business with that client. 
Advice would benefit a student pursuing this career path

Trying to obtain internships in different positions would help with getting a career because it helps to get a real work experience and would make me more proficient with accounting software. The internship can help increase my understanding of accounting system, 
Increasing my understanding in a particular part of accounting will give me a larger range of skills.  Having more skills can make it easier to get a career because it makes me more qualified
[image: ]


VII.	WRITE AN ACTION PLAN 


After, doing listening to the advices form Mr. Zafar. I plan to take some action to improve my skills and to be a better student.
· I will seek opportunities to run for chair positions in my fraternity so I can improve my communication skills. To measure the improvement of my communication skills, I will compare it to the performance of my work and cooperation from other brothers. 
· I will attend to more  business presentation s to gain more experience and knowledge 
· I will try to get an internship for next semester. After; listening to all the answer of the interviews I came to the conclusion that I have to gain experience while I am at school.
To evaluate all this action, I will try to ask for feedback from other people such as friends, managers and even my boss if it is possible.
· I will make a comparison of my current skills and my skills in the future. I will write the pros and cos of this process.
· 

VIII.	FIND INTERNSHIP RESOURCES

I have applied to 2 different internships
The First one is

World Trade Center Institute 

• Assist the Finance Manager in daily operations such as accounts payable/receivable 
• Assist in the preparation of quarterly expenses analysis and weekly financial reports 
• Perform membership and sponsorship tracking and follow ups 
• Assist in IT and web site related activities as needed 
• Attend WTCI networking events 
• other miscellaneous duties 

The main reason why I am interested in this internship is because its accounting related. It encourages my curiosity of how would it feel to experience the feeling to work in an International institute environment. Last, the duties for this internship seem challenging but very important 


Discovery Communications

• Assist the Finance Manager in daily operations such as accounts payable/receivable 
• Assist in the preparation of quarterly expenses analysis and weekly financial reports 
• Perform membership and sponsorship tracking and follow ups 

 It would like to try to work in corporation to feel the experience and have a better understanding about the corporate world. The duties for this internship seem challenging and essential to know for the accounting career. 

Baltimore Cash Campaign 
• Use the TaxWise software 
• Meet with clients and review documents
• Encourage clients to save money with bonds. Ds etc.

If I get this internship I will be helping low income families to fill their taxes and fins ways to save money. It will be a very good place to improve my communication skills and ability to review documents.






EVENT ATTENDANCE CONFIRMATION FORM
Name of Student Attending Event:       Joshua Machicado
Name, Date and Location of Event: __ Business Etiquette Dinner ,  12/3/15
  ____________________________________
Chasepeake 3 room , University Union 
Event Sponsor: __ Carrier center __
Signature of Person Hosting Event Confirming Student Attendance:
I, ________________________, do hereby confirm that the above named student attended the listed event.
				___________________________ (signed)
For the Student:  Follow assignment instruction on what you need to write about the event.

 


Answer the Following Questions:
· What was the learning goal or purpose of the event?
How to eat in business dinners and manners and some tips of what to do at the table
· How will the knowledge or experience help you?
It will help me in different ways such as in lunch interviews or how to interact with people of higher rank at a work place  
· How will I apply the knowledge obtained?
I will try to practice and retain all the information about the different styles of eating while being professional
· How was the event run?
The event was awesome because people from different companies came to have dinner with the students and teach them how to behave in those situations 





EVENT ATTENDANCE CONFIRMATION FORM
Name of Student Attending Event:    	Joshua Machicado
Name, Date and Location of Event:  Entrepreneurship   ,  10/28/15
  ____________________________________
West Village Commons, 316
Event Sponsor: __ Alpha Kappa Psi
Signature of Person Hosting Event Confirming Student Attendance:
I, ____-----__, do hereby confirm that the above named student attended the listed event.
				___________________________ (signed)
For the Student:  Follow assignment instruction on what you need to write about the event.

 Answer the Following Questions:

· What was the learning goal or purpose of the event?
The main idea of the event was how to start your own business and mistakes that are often made 
· What did you learn?
I learned how often people open new business and the process in doing it.
· How will the knowledge or experience help you?
It will help in the future when I open my own business and services 
· How will I apply the knowledge obtained
I will try to practice and retain all the information about the different steps to open a business. In addition, I will try to get more information about the obstacles and loans that can be made.
· How was the event run?
It was really interesting because there was always real life examples 





EVENT ATTENDANCE CONFIRMATION FORM
Name of Student Attending Event:    ___ _________________________________
Name, Date and Location of Event: __ Brand Yourself,  10/13/15
 Stephen Hall 
Event Sponsor: __ Carrier center and Alpha Kappa Psi __
Signature of Person Hosting Event Confirming Student Attendance:
I, ________________________, do hereby confirm that the above named student attended the listed event.
				___________________________ (signed)
For the Student:  Follow assignment instruction on what you need to write about the event.

 Answer the Following Questions:
· What was the learning goal or purpose of the event?
The main idea of the event was to learn how to manage your image and what to avoid posting in social media 
· What did you learn?
I learn to how every post in social media can influence my probabilities to get hired.
· How will the knowledge or experience help you?
It will help almost every day  in taking in consideration and to think before I post anything online
· How will I apply the knowledge obtained?
To practice it every time I go to a social media website
· How was the event run?
It was very entertaining and the information very useful 
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Mock Interview Questions

Personality
- Many questions in this section may seem to be unrelated to the position. However, they
o¥ o e d good representative of how you will fit into the position.
5W ?&L ) 1. Tell me about yourself. ~2 Hinga_
v < a. Talk about your skills and experiences. Show why you are qualified for
00 » the job. Do not reveal information that is irrelevant. .
X- \)((“L - 2. Do you work best by yourself or with others? \N . oHngxs — Uge A,uuu\ok other
}e)“ & a. Show that you are flexible. Many jobs will require both POTNtS of view * C;PU**

3. What do you consider your biggest weakness? 0y e, Uke tp UnereccH
a. Try to avoid naming a weakness that the employer can see as a strength % WOLL
o (perfectionist. workaholic, etc.) Instead, focus on a weakness that is not

s oy directly related 10 the job that you are currenly taking steps 1o improve.¥ A1SO c
Avoid sweaknesses that wil disqualify you for the position (arriving late, \DUg AU
% by not a people person, lack creativity, efc.). A,IJ.L,C)&!‘%, wWho o
*()%lhat do you see as your biggest strength? ‘i 4o
a. Be honest. Pick a strength that will be an asset to any company. This may
be a great opportunity to show the interviewer that you have a firm
understanding of the needs of the organization.
Qg\g How do you handle success?

" a. Show that you are able 1o learn from the experience and move on 1o the
e DoQD\6 next task.
OS 7 %6. How do you handle failure?

a. Indicate that vou are able to learn from your mistakes and move on.

Ed 7. What are your long-term goals?
R Bt o

P N a. Emphasize that you have goals and are willing to work hard to attain
them. Be careful not to reveal information that may make the interviewer
M question your motives for hire.
W 8. What are your short term goals?
0 a. Show the employer that you have clear goals for the next 2-5 years:
[>

however. do not reveal information thar would not be in the best interest of
the employer.
9. Do you like to take risks or are you cautious?
a. Show that you are not a gambler. yet you are not afi-aid to take chances
when it's appropriate to do so.

Skills & Ability
To be a good fit for a particular position, you will need to have certain skills. These skills
can determine your ability to succeed in the position.

1. How do your skills relate to this job?

\ oW a. Mention skills that you have learned during your studies. internship or
\Ds 0 9 +€D‘4’ w[ otheyS work experience. Try to indicate skills that were mentioned in the job
QF? H description or other sills that you know will be an asset 10 the
cQ s

Vi onod organization.
vwxpul (:60‘/"’4 lUice Hae Contont
oliffrand tasks
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a. Clearly describe the problem and give specifics on how you solved ir.
P peci )
\*\Q\J‘L UMQ 3. We use (computer program name). Do you know how to use it?
[$3%¢ a. Do not lie. There are so many sofiware programs. it would be impossible
& Vw0 8 4 G

. \Ak ot 1o know how to use all of them. Talk about your experiences using related
d 0&4}, \J\? \X\WD 4 programs and if necessary, assure the interviewer that you will learn the
skills needed prior to the first day of work.
&0 \W(\ 4. Have you ever had to juggle two or more projects at the same time?

LQ%L/\ a. Give an example that demonstrates how your skills come in handy
5. What skills can you bring to our organization?
o you bring g

a. Know what skills will make you suc I in that position. Reading the
Jjob description and conducting thor om{h research on the organization will
help vou answer this question.

/2. Tell me about a crisis you encountered at work/school and how you handled it.
- v R A N

Highlight your Accomplishments
,vThls shows direct results of your actions.
1. Can you tell me about your greatest accomplishment at work/school?

‘0& Mﬂ}’ a. Provide a specific example (Dean’s List, emplovee of the week/
month’year. personal goals. etc.) and highlight how this was possible.
< )65 hS\I\}O Have you ever received formal recognition for something you accomplished?
B C“Q\l\ VU”‘/ a. Discuss something that will be of value to any company. Provide the
0&(40 O R}( 7 interviewer with skills that helped you reccive this recognition.
@ JLQ\ \53,\_ * 3. IfIasked a college professor/supervisor about one of your accomplishments, what
would he/she say?
v a. Try to speak about something that can easily be verified- publication,
% “k’) research projects. awards, elc.
A@ 4. What does success mean to you?

a. Describe success as what you accomplished for your employer/university
rather than what you accomplished for vourself
What traits will a person need in order to become successful? Do you have these
traits?
a. Choose valuable skills related 10 the position that you possess.

Questions about your Education
This allows employers to get a feel for your work ethic despite limited work experience.
1. Why did you choose Towson University?
a. Show that you put thought into your choice.
2. Did any of your professors influence you?
a. If applicable, tell who and how.
3. What did you gain from attending college?
a. Talk about the things you learned both in and out of the classroom.
Include technical skills as well as sofi skills — time management and
organization.
4. What were your least favorite subjects in school?
a. Pick courses that are not related to the job you are applying for. Avoid
revealing a weakness.
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5. What extracurricular activities did you participate in?

/ a. Highlight leadership and teamvork. Try to focus on the transferable skills
Jfrom these activities.

6. Why haven’t you completed any internships?
a. Be honest. If time restraints due to athletics or need 1o work while in

school are to blame, be sure to provide this information. You may want to
mention other ways that you prepared for your career.

7. Why did it take you so long to graduate?
Don't make excuses. If applicable. explain obstacles that you overcame

a.
and what skills helped you 10 succeed in the end. Avoid providing

personal information.

‘What courses best prepared you for this job?
a. Name a few classes and how they have prepared you for the position.

9. Your GPA wasn’t very high. Can you explain that?
a. Be responsible for your actions. If applicable. show improvement and
provide interviewer with skills. - Avoid revealing personal information.

Interpersonal Skills
Differences in opinions are inevitable. How you deal with these differences can be the

difference between a productive office and a non-productive one.
Unfortunately every office has personality conflicts. What would you do when

oL
O to W you work with someone you don’t particularly like?

- A WO
F‘({'\ mb,v '\’ Ov\Y’w?r{ a. Show that you are proactive and would attempt to work out your
ifferences. However. if they could not be resolved vou would still be

AR I i
Y s Mxpu('{/hl of the person and concentrate on the task at hand.

What would you do if you disagreed with your boss?
It is important that you choose your battles wisely. A disagreement on the

N office temperature may not be necessary o address; however, the
\W(reatment of clients may be. If you choose to address an issue with a
ph < 2\ %}\\“ supervisor be tactful, mature. discrete and realize that there is more than
W M W one way to solve a problem. Q‘LSPOC*‘Q\N\ 4 Profess onaQ_
' 3. What would you do if your professor/supervisor handed you an assignment, but
‘)\Q%a;g()o) _—~ youdidn’t quite understand how to complete it?
r — a. Show that you iry to work independently when possible, but know that

N
B clarification is sometinies necessary.

a

/ Doing your Homework
This shows the interviewer how serious you are about the interview and position.
1. So, what do you know about us?
a. Show that you know what the company does and have kept up with the
latest news concerning the company and the industry.

2. Why do you want to work for us?
Show knowledge of the company and why it is different fiom its
competitors. Avoid providing self-serving information (“this would be a
 for me,” “after working here I will be able to write my

a

greatl opportunil
own ticker,” I just need experience. ” erc.).
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3. What do you know about our industry?
a. Having knowledge about the company is not enough. You should be able
1o intelligently articulate what you know abou the industry.
4. Is there anything about our company that you don’t like?
a. Show that you have done research but avoid bringing up anything that
may cause awkward feelings.
5. Where do you think this company will be in five years?
A a. Know what your prospective employer has in store for the future.
Do you know what your job duties will be if we hire you?
a. Know the position that you are applying for and have a thorough
understanding of the job description.
@ ‘Would you rather be a big fish in a small pond or a small fish in a big pond?
a. Show that you are a good fit for the organization.
8. How well do you understand our mission?
a. State the mission as you understand it.

Do you have any Questions for Us?
Do not ask questions that you could have found out had you done company research or
read the job description.
‘What do you like most about your job here?
2. What are chances of advancement?
‘When will you make a decision?
4. What improvements do you want to make here and how can I be involved in that?
5. In your opinion, how does this company compare to competitors, such as, ...?
6. From my research I have learned that you sell your products in (#) countries. Do
you intend to expand into any additional markets?

‘What Not to Ask
Do not initiate conversation about salary and benefits. Perform salary assessments in
order to determine average salary prior to interviewing.

1. How much will I make?

2. Can I take off for religious observances?

3. How much vacation time do I get?

4. What does it take to get fired?

(O AN caand?
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Business Cornerstone Informational Interview Confirmation

| hereby confirm that on ///1725// 5 (date), | was interviewed by
jﬂ%" l/w (name of student). The interview took place at
Ybo) N P fye  Shlze (address or mode of interview).

W“ﬂ e, MA 264(C

Gl R oo
; )

QMD ZZ}M (name in print)

'y eiaded (title)

‘TM mefr}m #WWM¢A«/ (company name)
& U T
o] N Fayp, Ave Sle (7¢ (address or email)
vy, Chay MA 794I§
0

(phone)

Attach a business card

Tax & Accounting Professionals Inc.
S

Saud afar, CPA
Manag‘Pg Director

| 4601 N. Park Ave
P: 301-657-1360 Suite 12 C
saud@tapiinc.com

www_tapiinc.com

Chevy Chase, MD 20815
F: 301-657-2871
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Mock Job Interview Evaluation Form

Interviewee/Student’s Name:

VSTV &es 04

Evaluator’s Name:

Please rate the student’s perforrnﬁnce in &ach area on a scale of 1 (lowest) to 5 (highest). This is
a learning experience for the students, so your honest feedback is important. The students will

be graded only on participation, not on your evaluation marks and comments.

Evaluator’s: Name: (‘hMM (oo

Company and Title:_T1) COdox C{‘)(HU‘ Coaxeex Centey<

Address: 7200 NMovy_

Phone: _4n - T04-4840

Email: ClCOQ‘QQ,V@ Touson-edul

Professional Appearance

Student looks clean and neat and
dresses appropriately for interview

Professional Conduct

Student smiles, makes eye contact,
introduces self, shakes hands, sits
appropriately, confident, and friendly.

Communication Skills

Student uses proper grammar, actively
listens, and responds with short,
appropriate answers. (

Background and Experience

Student is able to describe volunteer,

relate to the workplace.

Questioning Skills

Student asks questions appropriate to
interview.

Resume and Application

Documents are neat, clean and well-
prepared.

1
—
5
B
work or personal experiences that é
5)
)
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