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1. Job advertisement/person specification

Accounts Assistant
S&I Groundworks Ltd - Burton-On-Trent DE14 2WQ
£20,000 - £25,000 a year - Full-time, Permanent
Apply with Indeed
Accounts Assistant
We are looking for a driven and flexible Accounts Assistant to work as an integral part of our
Accounts Team. Reporting to the Finance Manager the main purpose of the post will be to provide
Accounts support and Cost information. Key responsibilities include :
Processing Construction Valuations
Processing payment notifications
Posting Sales Ledger payment receipts
Reconciliation of Sales Ledger Accounts
Sales Ledger information to Commercial Team
Month end sales procedures
Supplier Statement reconciliations
Posting month end adjustments
Month end Cost check analysis routines
CVRS's creation and processing
Metrics info to Buyers dashboards
Month end analysis data ad hoc and month end
Accounts Payable Payments coverage
Sub Contactor payments coverage
General Accounts Administration
Ad hoc tasks as required
Checking delivery tickets
Paying expenses
Credit Card reconciliation
Candidates will be able to demonstrate:
Good technical Accounting skills
Construction experience preferred
Attention to detail and accuracy
SAGE 50 experience preferred
Microsoft Office - excel
Ability to ensure deadlines are met
Ability to own and prioritise tasks
Strong organisational skills
Good communication skills
Person profile :
Motivated with a ‘ can- do’ attitude.
Flexible in a changing and busy environment
Team orientated with the ability to work independently when required
Versatile and creative
Continuous improvement mindset to develop tasks
AAT part Qualified / Qualified by experience
Job Types: Full-time, Permanent
Salary: £20,000.00-£25,000.00 per year
Benefits:
· On-site parking
Schedule:
· Monday to Friday
Experience:
· Accounting: 1 year (Required)
· Construction Industry: 1 year (Preferred)
Work remotely:
· No
3 days ago




2. Cover letter


15 October 2020
Dear Manager,
I am writing to apply for the role of Account Assistant advertised on your website. I understood you are the Manager of the S&I Groundworks Ltd. I always wanted to work in an accounting industry and now I have the opportunity to show and put my skills in practice. 
I have a background working as an Account Assistant and working in a team. The skills that I have are: 
-Time Management
 -Problem Solving
 -Digital Skills
 -Researching 
-Attention to details
-Ensure the deadline are met
While studying for my degree, I had to work in a group for a group presentation, we were five people but only three of ass done their part of work, we had the deadline coming and I had to do the work for two more people beside mine, I manage doing on time and meet the requirements.
I am confident that can I meet the standards and I am ready for any challenges situations.
I would be happy to meet you and discuss more about this role and the skills that I have and how I could help your business for a continued success. I look forward meeting you soon. 
 
Yours sincerely, 
Monica





3. CV


Monica Mic
165 Chase Road
WS7 0EB
Burntwood 
07380428226 | 1910339@student.uwtsd.ac.uk | linkedin.com/in/monica-mic-71369119b
PROFILE
-Finished Level 3 Certificate of Professional Qualification Technician in Economic Activities
-Final year of Level 4 Certificate in Higher Education Skills for the Workplace with experience grained in communication and employability skills, professional career development, examine and evaluate a business idea and design an appropriate business plan
-Looking for Accounting and Finance course to improve my knowledge and develop new skills
-Well organized and excellent attention to details while working
 

EDUCATION & QUALIFICATIONS
University of Wales Trinity Saint David - Certificate of Higher Education Level 4                                    2021
Udriste Nasturel - Technician in Economic Activities Level 3                                                                 2013
WORK EXPERIENCE
Hard Wood Flooring Apprentice | Inner Space Flooring                                             Nov 2018 to Present
Based in Birmingham passionate about wooden flooring set up by Rob who has a long career in customer facing industries and interior design
· Ensure we have all the materials we need for a job to be finished on time
· Helping with the floor laying and keep the workplace clean
· Make sure the services are continually met
· Well organized and planning to ensure we finish the jobs on time and ensure the clients satisfaction
ADDITIONAL INFORMATION
Languages – English; Romanian
Technical skills 
· Problem Solving
· Time Management
· Digital Skiils
· Researching
· Adapting to changing situations
INTERESTS
Looking for an accounting course
Love challenges
My passion is art
 


