COMPONENT 1


Mark Tunnicliffe
Phone Number: 12345678910                   E-Mail: Thisismyemail@gmail.com 
Personal Statement

I am an undergraduate business student at UWTSD Birmingham looking for an exciting and challenging role that offers a suitable level of responsibility, fulfilment and opportunities for advancement within a successful, dynamic and expanding company. 
Experience

University of Wales Trinity Saint David               Business Undergraduate	2025-Present
Completing final term of Level 4 Certificate of higher education business skills for the workplace. 
· Nominated and trained as a course representative in the student union for the academic year 2025/2026.
Marks & Spencers/M&S Bank                              Customer Assistant/Bureau Colleague	2015-2025
10 years of experience as a Customer Assistant in various Leicestershire area stores in varying store department roles (Operations/Foodhall/General Merchandise/Admin). Flexible ad-hoc cover given at Fosse Park superstore and Oadby Simply Foods locations.
· Transferred to Loughborough Simply Foods due to Leicester store closure. (2024-2025) 
· 2 years of experience in Bureau de Change for M&S Bank in Leicester store. (2022-2024)
· Specialist role as Beers, Wines and Spirits Hero for M&S Leicester store. (2016-2022)
· Hired as a Customer Assistant at Thurmaston Simply Foods after successful Prince’s Trust retail placement scheme. (2015-2016)
Education

Leicester College                                                                                                 Level 3 Mathematics

Wreake Valley Community College                                                                GCSE Mathematics (B)
                                                                                                                                   GCSE Science (B)
                                                                                                                         GCSE Extra Science (C)
                                                                                                                                    GCSE English (D)
Skills & abilities

Proficient in Microsoft Office Suite (Word/PowerPoint/Excel)
Management, Adaptability, Problem-Solving, Critical Thinking, Motivation, Initiative, Resilience, Versatility, Prioritization, Communication, Leadership, Mentorship, Organization, Flexibility, Interpersonal, Teamwork, Timekeeping, Computer Literate, Digitally Confident, Customer Service, COSHH Handling, Reporting, Data Handling, Inventory Management, Cash Handling, Relationship Building, Sales Techniques, Dual Control, Due Diligence. 
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	I am writing to express my interest in the Payroll Professional position advertised through Blusource Professional Services. With a strong background in providing reliable financial and data services, I am confident in my ability to contribute to any financial workforce recommended by Blusource Professional Services.

In my previous roles, including my recent position as a Bureau Colleague, I have demonstrated a commitment to accurate data and figure reporting. My experience encompasses a wide range of data and databases, and I am skilled in client portfolio management, due diligence, and accurate financial calculations. I am particularly proud of my achievements within the Bureau de Change and reporting accurate weekly/monthly paperwork for HSBC and M&S Bank Operations Team.

Enclosed is my CV, which provides a detailed overview of my qualifications and experiences. I am confident that my skills align with the requirements of the Payroll Professional position at Blusource Professional Services.

Thank you for considering my application. I look forward to the opportunity to discuss how my skills and experiences make me an ideal candidate for this position. Please feel free to contact me at 12345678910 or Thisismyemail@gmail.com to schedule an interview.

Yours Faithfully, 
Mark Tunnicliffe
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Bookkeeper

An established firm of accountants based in Leicester are looking to hire a bookkeeper job vacancy, to work out of
their office in Leicester due to expanding workloads and growth of the firm. The role is open to part-time and full-

time candidates and the salary is dependent on experience.

Bookkeeping

* Manage weekly, monthly, quarterly, and annual bookkeeping tasks for our clients’ businesses to ensure accurate

financial records.

« Process invoices with meticulous attention to detail, ensuring accuracy and compliance.

« Reconcile bank statements and resolve any discrepancies promptly on behalf of our clients.
« Maintain harmony in accounts payable and receivable for our clients.

* Prepare client accounts up to trial balance level and draft management accounts as required.

VAT Management

Reference ID
MP237635CT3343-2341

& Date Posted

Posted 2 weeks ago

Q Location

Leicester, UK

& Job Title

Bookkeeper
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Salary
£28000 - £36500

Be our VAT superhero, making sure we're always on the right side of UK VAT regulations.

Prepare and submit VAT returns to HMRC with impeccable accuracy.

* Keep a watchful eye on VAT transactions to catch any errors or discrepancies.

Handle VAT registration and deregistration with flair.

Secure VAT authorisation for our clients and provide them with top-notch advice. Apply for

Be the point of contact with HMRC for any VAT-related queries.
Software and Technology

Set up, migrate, and maintain our clients’ accounting software like a tech wizard (think Xero, QuickBooks, Dext).

Train our clients on the latest software and processes.

Stay ahead of the tech curve and be our Digital Champion.

Keep the team in the loop with monthly updates on software changes and advancements.
Client and Team Communication

 Handle all client queries related to bookkeeping and VAT with accuracy and efficiency.

* Keep detailed notes of all client communications.

* Flag significant issues or changes to the Client Manager promptly.
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« Regularly review client fees and keep everything on track.

Financial Reporting and Compliance

® Prepare monthly, quarterly, and annual financial statements, including profit and loss accounts, balance sheets,
and cash flow statements.
® Assist with budgets and forecasts to keep our clients financially savvy.

« Perform financial analyses to spot trends and provide valuable insights.

* Implement and maintain internal controls to keep our clients compliant and secure.

Benefits:

Room to grow and develop your career within a supportive and dynamic environment.

Competitive salaries in-line with market rate.

Flexible working hours and a fun, supportive work environment.

Access to ongoing training and professional development opportunities.

Great work environment with unlimited tea, coffee, and snacks.

Health Assured Employee Wellbeing Scheme.

Company pension scheme.
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« Study support for professional qualifications.
« Hybrid working — up to 2 days a week from home (after probation).

* Open to part-time and full-time applicants.
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« Study support for professional qualifications.
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