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Experience

Accounts Assistant
EAf Accountants ktI J 2uD 010- • Auh 0100

M yanaheI lnanciaD Iata entr, anI anaD,sisb incDuIinh .and reconciDia•
tions anI postinh .and PeeIs/ KHersaw 
&ont(D,qweedD, pa,roDD operationsb pension assess&entsb zuarterD, VAm 
returnsb co&pan, secretariaD wordb anI cDientqBySf corresponIence 
M gnsureI accurate lnanciaD recorIsb ti&eD, reconciDiationsb ejcient pa,•
roDD processinhb anI co&pDiant co&pan, recorIs 
M yaintaineI precise lnanciaD Iatab on•ti&e pa,&entsb DehaD co&pDianceb 
anI strenht(eneI cDient 
reDations(ips 
M yanaheI t(e word pDans anI IeaIDines oP t(e accounts tea& 
M freateI anI &anaheI sc(eIuDesb IeDehateI tasds e'ectiHeD,b anI pri•
oriti8eI criticaD actiHities 
M E&proHeI tea& ejcienc,b &et pro%ect IeaIDines consistentD,b anI Pos•
tereI a proIuctiHe word enHiron&ent

Accounts Assistant + Vendor Manager
OinIPaDD Accountinh kk| FOinIPaDD kohistics KperationsU J voH 010- • Auh 
0100

M yanaheI cDient5s WaDes keIhers aDonh wit( t(eir A&a8on VenIor |ortaD/ 
fonIucteI weedD, consoDiIateI orIers aDDocation anI reporteI on .ranI 
oHerqunIerc(arhinh/ |roIuceI saDes orIersb &anaheI A&a8on 
inHoicinhb anI (anIDeI operationaD anI lnanciaD A&a8on |ortaD rezuire•
&ents 
M Krhani8eI anI &aintaineI cDient saDes Iatab &onitoreI saDes trenIsb 
opti&i8eI orIer aDDocationsb anI strea&DineI t(e orIer processinh word•
6ow 
M E&proHeI Iata accurac,b increaseI reHenueb opti&i8eI saDes per•
Por&anceb anI ensureI s&oot( operations on t(e A&a8on pDatPor&/ 
Rrouh(t t(e IePect rate Pro& a steep xG oP cDients saDes &one, stucd to 
1/39G 
FnehDihi.DeU 
M BanIDeI tea& anI cDient corresponIence/ fo&&unicateI e'ectiHeD, 
wit( tea& &e&.ers anI cDientsb ensurinh eHer,one was weDD•inPor&eI 
anI &aintaininh stronh tea& I,na&ics 
M )ostereI .etter coDDa.orationb i&proHeI cDient satisPactionb anI PaciDi•
tateI a co(esiHe word enHiron&ent

Accounts assistant 
As&at C fo J Wep 0101 • voH 0101

M |repareI VAm returns Por NT .usinesses anI superHiseI WeDP•Assess•
&ent ta7 returns/ BanIDeI cDient zueries anI PaciDitateI new cDient setup 
M gnsureI accurate ta7 su.&issions anI proHiIeI ti&eD, cDient support 
anI on.oarIinh assistance 
M yini&i8eI ta7 Dia.iDitiesb &aintaineI stronh cDient reDations(ipsb anI 
PaciDitateI s&oot( on.oarIinh processes 
M foDDa.orateI e'ectiHeD,b contri.utinh to pro%ect success anI personaD 
IeHeDop&ent 
M :aineI HaDua.De insih(ts anI sdiDDs Pro& e7perienceI proPessionaDs in 
t(e leDI
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Education & Training

0104 • 0109 University of West London
RA FBonsU Accountinh anI )inanceb 

01-  • 0104 AAT 
AAm FAssociation oP Accountinh mec(niciansUb Accountinh 

01-  • 01- The Priory Academy LSST
A•keHeDs b 

01-  • 01-9 APS Sevenstreams
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