Finance & Administrative Assistant

Key Responsibilities:
· Manage daily cashup reconciliations on EPOS systems and coordinate weekly cash collections across venues.
· Scan and upload supplier invoices for external bookkeepers while ensuring timely departmental approvals.
· Maintain accurate records of various business contracts, including IT and telephone support agreements.
· Assist in preparing monthly management accounts and financial reports, collaborating closely with external bookkeepers.
· Support the Regional Financial Controller by reconciling corporate credit card expenses and intercompany accounts, and addressing audit queries.
· Ensure weekly sales reporting is completed on time and resolve any EPOS system issues promptly, while also assisting HR with monthly payroll tasks such as processing sales commissions.
· Contribute to sales forecasting efforts by assisting general managers with both weekly and monthly projections and presenting variance analyses.
· Develop an understanding of balance sheet reconciliations to support the management accounts process.
· Actively participate in meetings and training sessions, taking responsibility for finance and site-specific administrative duties in support of leadership teams.
· Promote best practices, continuous process improvements, and personal development through training and cross-departmental support opportunities.















Sonam Akhtar,
636A Stratford Rd, 
Birmingham,
B11 4AR

16th February 2026

COYA Mayfair
118 Piccadilly,
London 
W1J 7NW

Dear Hiring Manager,

I am writing to express my interest in the Administrative/E-Commerce Assistant position. With over 10 years of experience in office administration, online retail, and warehouse operations, I am confident I can contribute positively to your team.

I currently work at Midland Textiles, where I handle a diverse range of responsibilities, including customer service, invoicing, product listings, inventory management, and order fulfilment. I regularly utilise QuickBooks, Xero, Cloud Commerce, and Veeqo, while managing listings across platforms such as Shopify, Etsy, Amazon, and TikTok. This role has honed my organisational skills, adaptability, and attention to detail in a fast-paced environment.

In addition to my professional experience, I also run my own online business, which has deepened my understanding of e-commerce operations, customer expectations, and effective time management. Furthermore, I volunteered with a start-up, Bisma Shoes, where I assisted in setting up and managing their online stores, playing a key role in their successful brand launch.

I am reliable, proactive, and comfortable working both independently and collaboratively. I take pride in delivering excellent customer service and ensuring the smooth operation of daily tasks.

I would welcome the opportunity to discuss how my skills and experience can benefit your organisation. Thank you for your time and consideration.

Yours sincerely,  
Sonam Akhtar

Sonam AKHTAR
Administrative and e-commerce assistant
	Contact: 0121: 229 3000 
Email: 2439007@student.uwtsd.ac.uk                                                             Birmingham


	Profile
	
	Highly organised and dependable Administrative and E-Commerce Assistant with over 10 years of experience supporting office, online retail, and warehouse operations. Skilled in customer service, multi-channel e-commerce, inventory management, and accounting software, including QuickBooks and Xero. Proven ability to manage product listings, process orders efficiently, and support business growth across Shopify, Etsy, Amazon, and TikTok. Self-motivated with practical experience running a successful online business.

	Skills & abilities
	
	· Customer service (phone & email).
· Administrative support & data entry
· QuickBooks & Xero
· Shopify, Etsy, Amazon & TikTok shop
· Cloud commerce & Veeqo 
· Inventory management & stock control
· Order fulfilment, packing & shipping. 
· Fabric measuring & cutting
· Time management & teamwork

	Experience
	

	Midland Textiles
Administrative, E-Commerce & Warehouse Assistant
2015-Present. 
· Handled daily customer enquiries via phone and email, providing prompt and professional support.
· Managed invoices, payments, and financial records using QuickBooks and Xero.
· Created and maintained product listings across Shopify, Etsy, Amazon, and TikTok.
· Monitored and updated stock levels using Cloud Commerce and Veeqo to ensure accuracy. 
· Carried out regular stock checks and resolved discrepancies. 
· Measured and cut fabric accurately to customer order specifications.
· Packed and dispatched orders to ensure timely delivery. 
· Supported smooth day-to-day operations across office, e-commerce, and warehouse teams.
Bisma Shoes (Volunteer)
Administrative Assistant (Volunteer)
2023-2025
· Assisted with launching a new online business following a recommendation from Midland Textiles. 
· Set up and managed Etsy, eBay, and Shopify stores
· Created product listings, descriptions, pricing, and uploaded images. 
· Supported stock management and order processing. 
· Guided e-commerce processes to help establish a strong online presence.
Self-Employed
Online Business Owner
2020-Present
· I operate a successful independent online business, selling products through Etsy and a TikTok Shop.
· Source products, set pricing, and create engaging product listings. 
· Oversee customer service, order fulfilment, packaging, and shipping. 
· Track inventory, sales, expenses, and profits. 
· Developed strong skills in time management, problem-solving, and customer satisfaction. 

	Education
	
	City College
2010-2012
CACHE Level 3 Diploma In Child Care and Education. 

	References
	
	Available On Request. 



