SADIA NADEEM | ASSISTANT ACCOUNTANT
Location: Birmingham, West Midlands
Telephone: 07654768700
Email: 2434168@student.uwtsd.ac.uk 
PERSONAL STATEMENT
Detail-oriented finance professional with 2 years of experience in Accounts Receivable and Assistant Accountant duties in fast-paced SME environments. Strong understanding of accounting principles, reconciliations, and month-end processes with advanced Excel and accounting system experience.
Career summary
Assistant Accountant in RK Group of Companies
Birmingham | 2022 – 2024
· Supported month-end processes and prepared reconciliations
· Posted journals (accruals, prepayments, payroll)
· Managed sales invoicing and payment allocations
· Monitored aged debt and chased overdue payments
· Resolved billing queries and maintained accurate financial records
Education & Qualifications
CertHE Business Skills for the Workplace | 05/2024 – 05/2025
Academic Skills – Pass
Digital Skills – Pass
Problem Solving & Decision Making – Pass
Effective Team Working & Communication – Pass
Employability & Career Development
Enterprise & Entrepreneurship
AAT Level 2,3,4 Diploma in Professional Accounting| 2018 to 2022
Certificates
· Microsoft Excel – Advanced functions (VLOOKUP, PivotTables)
· Operating Systems & Cloud Security – Windows, Linux, cloud basics
· Microsoft Office – Word, PowerPoint, Outlook, Teams

Core Skills
· Accounts Receivable & Credit Control
· Bank and Balance Sheet Reconciliations
· Month-End Support & Journal Posting
· Sales Invoicing & Cash Allocation
· Aged Debt Management
· General Ledger & Fixed Asset Register Maintenance
· Advanced Excel (VLOOKUP, Pivot Tables)
· Accounting Software: Xero, Sage, QuickBooks
References
Available upon request.


  





           SADIA NADEEM
UWTSD 92-93 Edward St, 
B12RA, Birmingham
Hiring manager
Greenwell Gleeson
Birmingham, West Midlands
Feb23,2026

Dear Hiring Manager,
I wish to apply for the role of Accounts Assistant, Reference: 56282935 currently being advertised on your company website. Please find enclosed my CV for your consideration.
As you can see from my attached CV, I have over two years of experience in the accounting and finance industry, and I believe the knowledge, attention to detail, and practical skills I have developed during this time make me a strong candidate for the role.
In my current role as an Accounts Assistant at RK Group of Companies I have been responsible for processing invoices, reconciling bank statements, maintaining financial records, assisting with month-end reports, and supporting the finance team with general accounting tasks.
During this experience, I developed a strong understanding of financial processes, improved my accuracy when handling numerical data, and gained practical experience using accounting software such as Xero, Sage, QuickBooks, and Excel. I also strengthened my time management, attention to detail, and ability to meet deadlines in a fast-paced environment, enabling me to contribute effectively to the smooth running of the finance department through my organisational, analytical, and problem-solving skills.
I am confident that I can bring this level of success with me to your organisation and help GREEN WELL GLEESON build upon their reputation as a professional and reliable business in the financial sector. With my previous experience and expertise, I believe my contribution will have a positive impact on your finance team and overall operations.
Thank you for your time and consideration. I look forward to the opportunity to discuss my application further in an interview.
Yours sincerely,
Sadia Nadeem


JOB DESCRIPTION

Assistant Accountant
6 January by Greenwell Gleeson
[image: ]
£32,000 - £36,000 per annum
Birmingham, West Midlands (County)
Permanent, full-time
Greenwell Gleeson is working exclusively with a successful family-run business based on the outskirts of Birmingham City Centre to recruit an Assistant Accountant.

The Assistant Accountant will support the finance function across key transactional and reporting duties, ensuring accurate processing of accounts receivable activities and assisting with month-end reporting. The role will help maintain robust financial information, support management reporting requirements, and ensure records are accurate, complete, and audit ready.

Key Responsibilities
Assist in the production of accurate monthly financial information, ensuring data is complete and robust.
Support with month-end reconciliations and reporting.
Assist with journals such as payroll or accrual postings and general ledger upkeep.
Support annual year-end accounts preparation and audit readiness.
Maintain accurate filing, documentation, and audit trails.
Support the wider finance function in a small-team environment, assisting with ad hoc duties and process improvements.
Help improve the accuracy and maintenance of internal registers and records (e.g., fixed asset register) to ensure completeness and compliance.
Assist in ensuring finance records and information are properly maintained and updated where required.
Raise, issue, and track sales invoices accurately and on time.
Record and allocate customer payments (BACS, card, cheque).
Maintain customer accounts, reconcile balances, and resolve discrepancies promptly.
Monitor aged debt and actively chase overdue invoices via phone and email.
Resolve billing queries by liaising with customers and internal departments (sales/operations).
Process credit notes, refunds, and account adjustments as required.
Prepare regular AR reporting (aged debtors, cash receipts, outstanding invoices, unbilled items).

Essential
Proven experience in an Accounts Receivable, Assistant Accountant, or similar finance role.
Strong understanding of accounting principles and financial processes.
High accuracy and attention to detail.
Strong Excel skills (e.g., VLOOKUP, reconciliations, reporting).
Confident communicator (both internal and external stakeholders).
Comfortable working in a fast-paced SME environment with varied responsibilities.
Experience using accounting software / finance systems.

Desirable
Experience supporting month-end close and journal posting (e.g., payroll).
Exposure to audit preparation and year-end processes.
A proactive mindset with an interest in improving finance processes and controls.

Greenwell Gleeson Ltd is acting as an Employment Business in relation to this vacancy.

To find out more about how and why Greenwell Gleeson Ltd process your personal data in line with the data protection regime please go to the privacy notice on our website www.greenwellgleeson.co.uk
Reference: 56282935
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