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Cover Letter

Dear Hiring Manager,
I would like to apply for the Accounts Assistant position within your organisation. I am keen to begin a career in finance and believe that my combination of practical work experience, business education, and strong work ethic would make me a valuable addition to your team.
I am currently studying towards a CertHE Level 4 in Business Studies at the University of Wales Trinity Saint David and expect to complete the qualification in 2026. My studies have helped me develop a greater understanding of business functions, financial processes, and professional working practices, while also strengthening my organisational and analytical skills.
My previous employment with DHL, Midland Bacon, and Night Freight has given me experience working in busy environments where accuracy, responsibility, and meeting deadlines were essential. These roles required careful handling of documentation, maintaining records, and ensuring tasks were completed efficiently and correctly. Through this experience, I have developed excellent attention to detail and a methodical approach to my work.
I am dependable, eager to learn, and comfortable adapting to new systems and ways of working. I enjoy taking on new challenges and am always looking for opportunities to develop my skills further. I can work effectively both independently and as part of a team, and I take pride in maintaining a professional attitude in the workplace.
I am excited about the opportunity to bring my enthusiasm and commitment to your company and would welcome the chance to discuss my application further. Thank you for your time and consideration, and I look forward to hearing from you.
Yours faithfully,
Ashley Gelder











CV
Ashley Gelder
Mobile: 07938073715
Email: mrgelder88@gmail.com
Address: Wolverhampton
Personal Profile
[bookmark: _Int_SBvcOv03][bookmark: _Int_kj1k3Q89]Reliable, organised and motivated individual seeking an opportunity as an Accounts Assistant. Experienced in working within busy environments where accuracy, attention to detail, and meeting deadlines are essential. Possesses strong numerical skills, excellent time management, and the ability to learn new systems quickly. A dependable team player who can think on his feet, solve problems effectively and maintain confidentiality when handling sensitive information. Currently completing a CertHE Level 4 in Business Studies, further developing knowledge of business operations, finance and administration. Eager to build a long-term career within accounting and finance.
Key Skills
· Numerical accuracy and attention to detail
· Data entry and record keeping
· Organisation and administration
· Microsoft Office (Word, Excel and Outlook)
· Communication and customer service
· Time management and prioritisation
· Problem solving and initiative
· Teamwork and collaboration
· Working accurately under pressure
· Confidential handling of information
· Fast learner with a willingness to undertake training
Education
University of Wales Trinity Saint David
CertHE Level 4 Business Studies | 2025 – 2026
· Expected to graduate in 2026.
· Studying key business disciplines including finance, accounting principles, business management, and professional practice.
· Developing analytical, organisational and administrative skills relevant to accounting and finance roles.
Alexandra High School, Tipton
Education Completed
Employment History
Warehouse Operative
DHL | 2012 – 2013
· [bookmark: _Int_5CJDuZ3x]Maintained accurate records of incoming and outgoing goods.
· Processed documentation and delivery information with attention to detail.
· Worked to strict deadlines while ensuring accuracy in all tasks.
· Assisted with stock checks and inventory control.
· [bookmark: _Int_xODUXXdS]Communicated effectively with colleagues and management to ensure smooth operations.
Production Operative
Midland Bacon | 2008 – 2009
· Recorded production information and quality control data accurately.
· Worked within a regulated environment where precision and compliance were essential.
· Monitored stock levels and assisted with inventory management.
· Ensured documentation was completed correctly and on time.
· Demonstrated reliability and strong organisational skills.
Freight Operative
Night Freight | 2006 – 2007
· Handled delivery documentation and maintained accurate records.
· Checked freight information against schedules and paperwork.
· Assisted with administrative tasks relating to deliveries and collections.
· Worked efficiently to meet daily deadlines.
· Demonstrated strong attention to detail and accountability.
Relevant Strengths for an Accounts Assistant Role
· Strong numerical ability and attention to detail.
· Ability to work accurately with figures and financial information.
· Excellent organisational skills and record management.
· Reliable, trustworthy, and discreet when handling confidential data.
· Able to prioritise workloads and meet deadlines.
· Confident using computer systems and willing to learn accounting software such as Sage, Xero, and QuickBooks.
· Combining practical workplace experience with current higher education studies in business studies.
References
Available upon request.
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Assistant Management Accountant

EGO Technology Limted &

100 Third Avenue, Burton-On-Trent DE14 2WD

£35,000 ayear - Permanent, Full-time
4 Respondedto 75% or more applications in the past 30 days, typically within 1day.
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