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Agency/Employer EU automation 

Description[image: Scan this Quick Response Code with your mobile device]

An opportunity has arisen for an individual studying AAT to join our team as a Commercial Accounts Assistant. You should be proactive by nature developing internal and external company relationships by professional and courteous interpersonal communication. We strongly believe in a career where you can express yourself and love where you work. We promote an atmosphere where proactivity is key, we look to go the extra mile and own the areas and work they cover. We want our customers to return, so we keep them at the centre of what we do.

Being passionate about what you do, your role will involve:

• Working closely with the Commercial Team to review customer performance across the Group to include looking at credit terms, advance payments and cash allocation
• Support the implementation and maintenance of appropriate levels of financial control for all financial processes, systems and documentation
• Assisting with the monthly reporting process to ensure accurate and timely data is provided this will include job reconciliations and balance sheet reconciliations
• Involvement in bank reconciliations and completing daily tasks and reporting within financial deadlines
• Participation in projects and contribute with perspectives on profitability, innovations, new business, and other matters as may be appropriate from time to time
• Aiding as required to other senior members of the team

Skills required to be awesome:

• Working towards an AAT L3/L4 is essential
• Excellent oral and written communication skills
• Good organisational and administration skills
• Attention to detail
• The ability to work under pressure and to deadlines
• Proven problem-solving and analytical skills

About EU Automation:

Our aim is to 'Make Manufacturing Possible' by delivering fast, quality, cost effective solutions worldwide. And always deliver more,whether it’s parts,service or speed. Machines break and downtime can cost companies millions in lost revenue. EU Automation has access to a global supply of automation parts at our fingertips, ensuring that manufacturers across the world can avoid unnecessary downtime.

EU Automation now employs over 250+ people in the UK, Germany, USA and Singapore and is proud of being named as a Sunday Times Fast Track 100, Profit Track and HSBC International Track Company. Being part of EU Automation at this period of growth is extremely exciting and challenging as we strive as a team to be the best in our industry.

Being part of a Sunday Times Fast Track 100 Company has its perks; we are trusted to work from where we are most productive,(Hybrid working Policy, this can include from home), we can finish early on a Friday, we have a fantastic HR platform to help you navigate your way and feel connected to our global teams, we get life cover, NEST pension contribution and we even celebrate important life events!

Location: Stafford, Staffordshire (UK)

Job Type: Permanent

Hours: 7:30am – 4:30pm (3pm Friday) – No Weekends

Salary: DOE

You may have experience of the following: Assistant Accountant, Accounts Assistants, ACA, ACCA, CIMA, Qualified Accountant, Junior Accountant, Accounting, Part Qualified Accountant, Finance Assistant, Finance Administrator, etc.

Ref: 103 297
Job Type Permanent
Contract Length N/A   
Telephone
0845 880 5848  
Job Reference
103297 
Job ID
214786614 


























Cover Letter








I am an Accounts Assistant with two-year work experience with Chartered Accountants. I have also worked as Customer Service Advisor for four years in a fast-paced environment at BP Petrol Station Uttoxeter. Currently I am doing voluntary work in Finance for a charity, on-demand. Along that I am studying level 4 in Business at UWTSD and also preparing for AAT level 4 exams. 
While working with BP, I learnt to handle work pressure maintaining quality service in a very busy environment. I have learnt to deal big amount of cash, quality customer service and taking control and responsibilities while working in lone shifts.
Working for Chartered Accountants gave me the confidence to see things in a logical perspective, playing with numbers and enjoying calculations.
Yours Sincerely,
Aalia Ali Raja

























Aalia Ali Raja
Mobile: 07415324491
Email: janjua.raja@yahoo.com
Blog : https://alia-journalist.blogspot.com/


Personal Profile
I am a conscientious and organised individual with two-year work experience with Chartered Accountancy Practice. I am well organised with excellent time management skills, have a keen eye for detail ensuring all work is completed to the standard of professionalism and accountancy ethics. My career break is due to caring my children but I have also utilised this time with improving my skills for workplace by studying and voluntary work. I am looking for the opportunity to utilise my skills and experience, continuing to progress my career within accountancy through employment and training. 


Skills and Abilities
· Confident with using accounting softwares Sage 50, Iris, Finance Coordinator Quickbooks and MS Excel.
· Qualified to level 3 in AAT and working towards level 4.
· Have a good command of Internet, web browsing, MS Word and Adobe Photoshop.
· Have experience of completing and submitting accounts for Sole Traders, Partnerships and Limited Companies.
· Have experience of preparing and submitting VAT for clients. 
· Have experience of working to tight deadlines. 
· Have a keen eye for detail ensuring all work is completed to a professional standard.
· Fluent in English, Urdu and Punjabi.
· Excellent writing skills.
· Good communication and listening skills.
· Ability to provide excellent customer service.
· Passion for learning.
· Ability to work under pressure and fast paced environment.
· Time management and organising skills. 
· Qualified as a first-aider.








Work Experience

Halfrida House, Women Refuge (01/2017-05/2018)
I have worked as Accounts Assistant with a Women’s Refuge in Uttoxeter. 
Duties: Accounts Preparation for the house, day to day record keeping, Interpreting 
for Pakistani and Indian women.


Wynniatt Husey Ltd, Chartered Accountants (03/2015-12/2016)
I worked as an Accountant Assistant with Wynniatt Husey Ltd, Uttoxeter.
Duties: Preparing annual and VAT accounts for Limited Companies, Partnerships and Sole Traders. Bookkeeping.


BP Uttoxeter-Euro Garages (11/2011-10/2015)
I worked as a Customer Service Advisor with BP, Uttoxeter.
Duties: Customer Service, Cash Handling, Assisting Manager with shop duties, Labelling, Stocking and Organising Shop, Till Operating.



	
Voluntary Work
Writing
I often write for a Pakistani Newspaper Daily Ausaf based in London.
Finance
I am also working with Global Life Line charity, on as and when required basis, assisting them with record keeping using “Finance Coordinator” software.
 
British Red Cross (08/2011-10/2011)
I worked for British Red Cross, Uttoxeter as a volunteer.
Duties: Collecting Donations, Shop Organising, Customer Service, Cash Handling and Till Operating.


Overseas (01/2007-08/2010)
Before coming to England, I have worked in Islamabad Pakistan as a News Reporter. I have worked in two reputed Urdu National Newspapers and in a News Agency.
Duties: News Hunting, Interviews, Surveys, Writing Columns and Features for daily publication and weekly magazine. Covering Women Crimes, Parliament and Senate, Social Welfare and Special Education, Education. 










Education and Qualification

I am doing Business course from UWTSD, level 4
I am preparing for AAT Level 4 exams.
I have completed AAT Level 2&3 from Home Learning College.
I completed my Mass Communications, Bachelor Degree from Allama Iqbal University, Islamabad, Pakistan in 2007.






Plans for Future Qualification

After completing my AAT level 4, I am looking forward to start my journey of ACCA 
 

Hobbies and Interest
Travelling, Writing, Great passion for books reading(non-fiction), Drawing, 


Reference
References can be provided upon request.
















image1.png
AUTOMATION




image2.png




