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Professional Summary 
A finance professional with a solid foundation in bookkeeping, financial analysis, and reporting, I am dedicated to accurate financial management and record-keeping. With proficiency in QuickBooks, Sage, and Microsoft Office, I ensure efficient handling of financial documentation, tax compliance, and strong internal controls. Recognized for my analytical skills and attention to detail, I take a proactive, collaborative approach to all tasks. Motivated to keep expanding my knowledge, I am ready to make a meaningful contribution within an accounting team.
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Areas of Expertise                                                                                                        
· Microsoft Excel
· Pivot Table
· VLOOKUP & SUMIF
· Sage 50 Accounts
· Xero
· QuickBooks
· Payroll
· Employee Records
· Payments and Deduction
· Basic Pension Schemes
· Pay Elements & Company Reports
· Statutory Payments

Key Skills
· Accounts opening Balance Adjustments
· Clearing Suspense Account
· Adjusted Trial balance
· Financial Statements
· Aged debtor & Creditor analysis
· Prepayments & Accruals
· Production of Year end Accounts 
· Bookkeeping
· Generating Pay slips
· Setting up Starters & Leaver


      Other Skills
· Excellent Communication
· Customer Focus
· Adaptability and Problem-solving
· Time Management
· Confidentiality 
· Meet Deadlines
· Client Relationship
· Prioritization
· Management Skill
· Administrative Tasks

Experience
[bookmark: _Hlk167291625]Account Assistant Trainee| Future Connect Accountants (Chartered Accountant Firm), UK
2024-Current
· [bookmark: _Hlk167997137]Spearheaded the transition to Making Tax Digital (MTD) in Xero Accounting, achieving a 30% reduction in processing times and a 20% improvement in compliance.
· Streamlined payroll processes using Sage 50 Payroll, ensuring on-time RTI submissions and compliance with TAX, NI, PAYE, and pensions, thereby avoiding penalties.
· Enhanced fixed asset management by supervising acquisitions, disposals, and monthly depreciation, resulting in a 15% boost in tracking efficiency.
· Improved payroll accuracy by meticulously tracking wages, hours, bonuses, and deductions, ensuring timely payroll completion.
· Strengthened credit control by reconciling bank statements and managing sales and purchase ledgers, reducing discrepancies by 15%.
· Reduced audit issues by 25% by responding effectively to HMRC inquiries on VAT, foreign currency, EC sales, and IntraStat returns.
· Streamlined invoice approvals by 25% through efficient processing of P45s, P60s, and starter checklists.
· Enhanced accounts payable and receivable accuracy with supplier statement reconciliations, reducing outstanding balances by 20% and boosting cash flow by 10%.
· Ensured CIS compliance for subcontractors through detailed record-keeping and timely payments, cutting errors by 20%.
· Increased financial report accuracy by refining nominal codes, tax codes, and the chart of accounts by 10%.

[bookmark: _Hlk141538739]Volunteer Admin| Community First Initiative Birmingham, West Midlands
Nov 2023-Current	
· Provided administrative support by organizing documents, filing, and maintaining records, resulting in a 20% improvement in data accessibility.
· Assisted with customer service tasks, handling inquiries and supporting visitors within the Centre, which enhanced customer satisfaction by 15%.
· Collaborated with the volunteer coordinator, achieving 30% more efficient task completion rates.

Customer Service Representative| Eon-Next Remote
Aug 2022-Nov 2023
· Responded to customer inquiries via phone, email, and online chat, resolving issues related to billing, energy usage, and account management, achieving a 20% increase in resolution efficiency.
· Provided accurate information on energy tariffs, payment plans, and account options, helping customers make informed decisions and improving decision accuracy by 15%.
· Handled complaints effectively, ensuring timely solutions and maintaining customer satisfaction, which led to a 10% boost in satisfaction ratings.
· Tracked and updated customer interactions in the CRM system, ensuring 100% accuracy in communication records.

HR Assistant| Chicken Cottage Telford, Shropshire
Oct 2015-Nov 2023
· Assisted with the recruitment process by posting job adverts, screening CVs, and coordinating interviews, achieving a 20% reduction in time-to-hire.
· Supported the onboarding of new employees by preparing contracts, conducting inductions, and ensuring all paperwork was complete, improving onboarding efficiency by 25%.
· Helped manage employee queries about HR policies, benefits, and procedures, providing clear and timely responses, reducing query response time by 15%.

Office Manager| Crystal Cabs (Family Business)
Feb 2002-Feb 2017
· Managed daily office operations, including scheduling appointments, coordinating staff shifts, and overseeing administrative tasks, enhancing operational efficiency by 20%.
· Handled customer inquiries and complaints, ensuring prompt resolution and maintaining strong client relationships, which improved customer satisfaction by 15%.
· Coordinated vehicle maintenance schedules, ensuring all company cars complied with safety standards and were serviced on time, reducing downtime by 10%.

Education 
July 2024
Level 3 Civil Service on coaching and mentoring


March 2020
Teaching Assistant level 4 

March 2024 
Monarch Education: SWAP; Step into School – Certificate of Safeguarding

References Available Upon Request
