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Dear Hiring Manager,

I am writing to express my interest in the position of Accounts/Administrative Assistant at your company. With a background in accounting and hands-on experience in financial record-keeping and administrative support, I believe I can contribute effectively to your team.

In my previous roles, I have gained valuable experience in managing financial records, processing customer and supplier invoices, and maintaining accurate documentation. I am also confident in preparing financial reports to support management decisions. I take pride in being organized, detail-oriented, and reliable, and I work well under pressure while meeting deadlines.

Since moving to the UK, I have been motivated to continue developing my career and to bring my skills into a professional workplace. I am eager to apply my knowledge and dedication in a role where I can support both the finance and administration functions of the company.

I would welcome the opportunity to discuss how my skills and experience can benefit your team.

Thank you for considering my application. I look forward to the possibility of an interview.

Sincerely,
Neda Far
	




Neda Far
Solihull 
B91 2TY
Tel: 07533 304 433    Email: nedafar2017@gmail.com

PERSONAL PROFILE

A dedicated and customer driven individual who is hard working, reliable and trustworthy, with over 10 years’ experience as an account assistant. Now looking for a new challenge in a role that enables me to use my range of customer service skills. A polite and patient fast learner, I am willing to undergo any training  required. Ideally, I am seeking a part time opportunity to further develop in the customer service sector. 

KEY SKILLS 
· Thorough and able to pay attention to detail
· Able to work well with others as well as unsupervised 
· Excellent administration skills
· Customer service skills
· Able to use initiative
· Always willing to go the extra mile for customers 
· Able to use a computer and the main software packages confidently

EMPLOYMENT HISTORY
Periperi catering     accounts assistant                                                            Dec 2023-present
1. Responsible for recording and maintaining accurate financial records within the accounting system, ensuring proper documentation and compliance.
2. Experienced in processing customer and supplier invoices, verifying accuracy, and ensuring timely payment transactions.
3. Assisted in the preparation of financial reports, including expense summaries and income statements, to support management decisions.

Cancer Research     Shop Assistant (Voluntary)                                              Sept 2022-present
Duties Include…
Arranging clothes for display Dealing with customer queries, taking cash and card payments,
always keeping the store tidy and any other duties required of me.
 
Full time parent 							                  2017 – Present
Duties Included…
Following daily routines to get my son ready for school. Taking him to and from school on a daily basis. Preparing healthy meals for the family. Supporting my son with their education and homework. Attending school events and parent evenings. Keeping the home clean, tidy, and organised 


Nasr Accounting 	                            Accounts Assistant	                                     2009 – 2013 
Duties Included…
Consulting with customers and always providing excellent customer service.  Answering enquires by telephone and email. Inputting data using a range of IT software and programmes daily such as Microsoft Office. Handling cash and responsible for banking money on a weekly basis. Working within a team of accountants. Carrying out any general admin duties as and when required. 

EDUCATION AND QUALIFICATIONS

Solihull College                                                                                                     Sept 2023-Present
GCSE Maths/English                                                                                       

Solihull College 					                                  Sep 2022 – July 2023 
ESOL Level 1 
HOBBIES AND INTERESTS
In my spare time , I enjoy Keeping fit by going to the gym regularly, I enjoy reading every day. I also enjoy spending quality time with my son and with friends.
REFERENCES
Available on Request 


