Leah Pinnock
    leahpinnock@hotmail.com                                                                                                                                 


Educational History
 AAT Level 4 Accounting Technician

AAT Level 3 Accounting Technician

AAT Level 2 Accounting Technician

Sage Line 50

BTEC National Business Diploma 

Personal Statement


A conscientious and professional personal assistant with extensive experience in administration, and Accounts assistant roles. A highly organised and efficient individual, whose thorough and precise approach to projects has yielded excellent results.

Key Skills 


Trustworthy and reliable
Proficiency in most areas of Microsoft Office, including Excel, and Word
Excellent communication skills, both written and verbal
Always professional and friendly
Excellent time management skills


Employment History



5 Star Couriers Ltd
Accounts Assistant
 (August 2019 - Present)

Responsibilities: 

· Sales ledger
· Purchase ledger
· Credit control
· Daily Invoicing



NHS Supply Chain
Accounts Assistant
(February 2019 – September 2019)

Responsibilities: 

· Sales Ledger
· Credit Control
· Administration



247 24/7 Couriers LTD, Nottingham
Accounts Assistant
(October 2017 – February 2019)

Responsibilities: 

· Sales Ledger, Purchase Ledger
· Bank Reconciliation
· N I and P.A.Y.E payments
· VAT returns
· Daily invoice/pod queries





Direct Trade Bags, Melton Mowbray
Credit Controller
(May 2016)

Responsibilities: 

Reducing Debtor days
Liaising with customers and any other members of the finance team investigating any queries that may have a rose
Liaising with Customers to meet business requests 
Producing various reports, such as month end customer statements, reconciliation of statements
Credit checking, cash allocation, daily banking










Net-Temps Recruitment Agency
Accounts Assistant

(March 2013 – May 2016)

Responsibilities: 
:
Daily sales invoicing
Answering incoming calls, daily account queries
Daily usage of Sage Line 50, Mid-Office, Fac-flow
Maintaining and organising the company filling system 
Running professional errands




References


References are available upon request.



























ASSISTANT ACCOUNTANT POSITION

An excellent opportunity has arisen to join our accounts team as an Assistant Accountant based in our Nottingham office Haines Watts is a Top 15 National Chartered Accountancy Practice, advising over 35,000 business owners around the UK; providing over 100 specialist services, which gives our clients access to a huge amount of business expertise and knowledge. Haines Watts is recognised as one of the Top 10 Accountancy firms and advisory practices to work for by Best Companies. An Assistant Accountant role in our team will need to be structured, organised, and have a flair for work of a technical nature.

 The role requires someone who has a high attention to detail and with the ability to concentrate and gather facts and information to perform a variety of assignments. You should have good clear communication skills both written and oral along with an enthusiastic, inquisitive, and quick to learn attitude. You should relish constructive feedback and act upon its Consistency and the ability to tie up loose ends and finish a job are important along with the ability to understand the wider client objective. You should be able to work well within a team environment and can work well under pressure to ensure deadlines are being met. Experience with using Iris, Sage, Xero, and QuickBooks is preferred but not essential. 

Job Description:
Assistant Accountant Reporting to a senior member of staff, the responsibilities of the role will include: 
· Produce an account working file in line with Haines Watts standards.
· Produce an accounts summary and list of discussion points for the manager. 
· Work within a budget agreed at the planning stage.
· Prepare VAT returns for several clients, managing the requests for information and submission of returns. 
· To professionally represent the firm and its interests in dealings with clients and other professionals
· To attend training to further develop and maintain your technical skills. 
· To achieve good passes with all professional and advance examinations, where applicable
· To plan and control your professional work for the firm's clients within the firm's standard procedures. You will be able to identify basic planning opportunities.
· To identify and act upon any opportunities you see within the professional work you do to sell      more services to existing and prospective clients. 
· To have and maintain a working knowledge of the computer-based programs that you will be required to use to undertake your job and will report any requirements for assistance or training to your line manager. 
· You will keep up to date with internal policies, procedures, and announcements.
· Prior knowledge of producing self-assessment tax returns would be an advantage. 

You may be asked to be involved with other tasks, as required, and understand that this job description is not an exhaustive list of what is required and may be changed from time to time. 

Behaviours:
· Develop a team atmosphere through hard work, calmness, patience, and consistency. 
· Confident in front of clients and others.
· Retains a formal and professional manner, reflects on difficult situations and stands back from people and remains unemotional to resolve problems. 
· Considers problems as a challenge. 
· Adopts a calm approach and makes time for people.
· Takes ownership for managing own development, seeks extra responsibility, striving to always go the extra mile, preparing well ahead of appraisal meetings.
· Has an eye for detail, being consistent in approach, incorporating checks to ensure accuracy, standing back from the detail ensures all tasks are completed to a high standard. 
· Able to juggle several jobs, whilst demonstrating excellent time management skills to ensure all deadlines and expectations are met. 
· Be prepared for meetings, communicates with line manager regularly, listens and takes on board views of others, is proactive, ensures that tasks are followed through, loose ends are tied up and the job is completed. 
· Keeps systems and procedures up to date. Salary dependent on experience and training. Flexible benefits - self-service benefits platform to apply please submit your application, including your full CV








































                                                           COVER LETTER
Leah Pinnock
40 Northwold Avenue
West Bridgford
Nottingham
NG2 7JD
Haines Watts

21st October 2021
 
Dear Sir/Madam 

I wish to apply for the role of Assistant Accountant, currently being advertised on Haines Watts.co.uk. Please find enclosed my CV for your consideration. 

As you can see from my attached CV, I have over 8 years’ experience in the Finance industry, and I believe the knowledge and skills that I have developed over this time make me the right candidate for the role.

In my current role as an Accounts Assistant at 5 Star Couriers Ltd, I am responsible for the Sales Ledger, Purchase Ledger, Credit Control, and daily invoicing.  I am competent in several accounts’ software programmes, such as Iris, Sage Line 50, Mid- Office and Fac- Flow. 

I am a professional, hardworking, confident individual who works well on their own initiative, as well as part of team. I ensure that all tasks are executed accurately to the highest standard with excellent attention to detail.  I believe that I have the right skills for the position and with my enthusiasm, dedication, and expertise I can adapt to any fast-paced environment, and in time become an asset to any organisation.

Thank you for your time and consideration. I look forward to meeting with you to discuss my application further. 

Yours sincerely 

Leah Pinnock

Free CV template by reed.co.uk


Leah Pinnock
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