
Nzage Ngunza
Birmingham, United Kingdom
Email: Nzagengunza@hotmawil.com
Phone: 07507127784

Personal Profile
Dedicated and highly organised accounting and administration professional with over 14 years of experience supporting financial operations, payroll management, HR processes, and office administration. Recognised for accuracy, confidentiality, and a strong commitment to maintaining high standards across all tasks. Skilled at managing multiple priorities, improving workflow efficiency, and contributing to smooth day‑to‑day business operations. A reliable team member with excellent communication skills and a proactive approach to problem‑solving.

Professional Summary
Detail‑oriented accounting and administration specialist with extensive experience in bookkeeping, payroll processing, HR coordination, and financial reporting. Adept at maintaining accurate records, supporting audits, and ensuring compliance with HMRC and GDPR requirements. Known for strong organisational abilities, attention to detail, and a consistent track record of supporting business operations across finance and administrative functions.

Professional Experience
Senior Accounts & Payroll Officer
BrightLedger Finance Ltd, Birmingham
2022 – Present
· Manage end‑to‑end payroll for 150+ employees, ensuring accuracy and compliance with HMRC regulations.
· Oversee accounts payable and receivable, bank reconciliations, and monthly financial reporting.
· Support the finance manager with budgeting, forecasting, and year‑end audit preparation.
· Implement improved payroll processes that reduced errors and processing time.

Bookkeeper & Office Administrator
Midland Business Services
2018 – 2022
· Maintained accurate financial records, including invoicing, expense tracking, and VAT submissions.
· Prepared monthly management accounts and assisted with cash‑flow monitoring.
· Coordinated office operations, supplier management, and administrative support for senior staff.
· Introduced a digital filing system that improved document retrieval efficiency.

HR & Payroll Administrator
Westfield Recruitment Group
2015 – 2018
· Processed weekly and monthly payroll for temporary and permanent staff.
· Managed employee onboarding, contracts, compliance checks, and HR documentation.
· Supported HR with absence tracking, performance records, and policy updates.
· Ensured GDPR compliance across all personnel files and HR systems.

Accounts Assistant
Citywide Logistics Ltd
2012 – 2015
· Assisted with daily accounting tasks including invoice processing, credit control, and reconciliations.
· Prepared financial reports for management and supported external audits.
· Monitored purchase orders and supplier accounts to maintain accurate records.
· Improved accuracy of financial data through systematic record‑keeping.

Administrative Assistant
Harper & Co. Consultancy
2010 – 2012
· Provided administrative support including scheduling, document preparation, and customer communication.
· Assisted the finance team with basic bookkeeping and data entry.
· Maintained office supplies, filing systems, and internal databases.
· Supported project teams with coordination and reporting tasks.

Key Skills
· Payroll Processing
· Bookkeeping & Financial Reporting
· Accounts Payable & Receivable
· HR Administration
· VAT & HMRC Compliance
· Data Entry & Record Management
· Microsoft Office & Accounting Software
· Confidentiality & Professionalism
· Strong Communication & Organisation

Education
Diploma in Accounting & Business
Birmingham Metropolitan College
(Year)

References
Available upon request.






Job
Accountant - Oldfield Accountancy & Advisory is looking for an Accountant to join their proactive team in Coventry, West Midlands. This role offers the opportunity to work closely with senior team members, supporting the delivery of high-quality accounting services and carrying out a range of routine accounting tasks.
Fantastic company benefits include:
· Competitive Salary: On offer is a starting salary of £31,000 - £36,000 per annum depending on experience.
· Holiday: 30 days annual leave, including bank holidays
· Flexible Working Hours
· Profit Share Scheme, Company Car/Car Allowance & Medical Insurance (after qualifying period in role)
· Employee extras such as: Complimentary quality lunches, reward meals, team-building days, young and vibrant office culture, excellent career progression opportunities, fully funded study package
About the role:
As an Accountant, you will work alongside the Senior Accountant, supporting the preparation of accounts, tax returns, VAT returns, payroll, and bookkeeping activities. You will play a key role in ensuring accurate, compliant, and timely reporting in line with internal procedures and statutory deadlines.
Duties and Responsibilities include:
· Prepare and review financial reports, including statutory, management, and charitable trust accounts, and assist with self-assessment, corporation tax, and partnership tax returns.
· Develop and maintain strong client relationships through consistent communication, providing accurate financial guidance and consulting senior accountants where appropriate.
· Ensure company services and products are delivered on time and within budget, handling sensitive and confidential information responsibly.
· Support and mentor junior team members, reviewing work and assisting with both internal and external queries.
· Promote compliance with accounting standards and contribute to revenue growth, cost efficiencies, and effective financial management.
About you:
As an Accountant, you will be motivated and ACA/ACCA qualified (or part-qualified), with 2-3 years' experience and a strong understanding of accounting principles, key tax areas (including Corporation Tax and Personal Tax), and accounting software. You will have excellent communication skills, strong attention to detail, and a client-focused, solutions-driven approach.
Why Oldfield Accountancy & Advisory:
With over 45 years of experience supporting small and medium-sized businesses, Oldfield Accountancy provides far more than traditional accounting services. Based in Coventry, we are forward-thinking tax specialists and business growth advisors. Our tailored strategies help clients scale their businesses, improve cash flow, maximise profitability, and build long-term value, alongside delivering advanced, results-driven tax planning solutions.
If you have all the relevant skills and experience for our Accountant role and would like to be considered, please apply by forwarding an up-to-date CV as soon as possible. We look forward to hearing from you.
Please check your email inbox and spam / junk mail folder for any email correspondence for this vacancy.
If you require any reasonable adjustments such as access or information in an alternative format, please inform us soon as you are able so that we can make the appropriate adjustments.



Nzage Ngunza
Birmingham
Email: Nzagengunza@hotmail.com
Phone: 07507127784
11 February 2026
Hiring Manager
 Oldfield Accountancy & Advisory 
Chapel Fields
Coventry
 CV5 6UB
Dear Hiring Manager,
I am writing to express my interest in the accounting position at your organisation. With over 14 years of experience in accounting, payroll, bookkeeping, administration, and HR support, I bring a strong blend of technical accuracy, organisational skill, and a commitment to maintaining high professional standards. My background has equipped me with the ability to manage financial processes efficiently while supporting wider business operations with reliability and discretion.
In my current role as Senior Accounts & Payroll Officer at BrightLedger Finance Ltd, I manage end‑to‑end payroll for more than 150 employees, oversee accounts payable and receivable, and support monthly and year‑end financial reporting. I have developed a reputation for precision, confidentiality, and the ability to streamline processes to improve accuracy and efficiency. My experience also includes preparing management accounts, maintaining financial records, coordinating HR documentation, and ensuring compliance with HMRC and GDPR requirements.
Across all my roles, I have demonstrated strong analytical skills, excellent attention to detail, and the ability to work effectively both independently and as part of a team. I am confident using accounting software, managing deadlines, and adapting quickly to new systems and procedures. I take pride in delivering work that is accurate, timely, and aligned with organisational goals.
I am enthusiastic about the opportunity to contribute my skills to your team and support the continued success of your finance department. I would welcome the chance to discuss how my experience aligns with your needs.
Thank you for considering my application. I look forward to the possibility of speaking with you.
Yours sincerely

Nzage Ngunza



