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Accounts Assistant.
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· In respect to future career opportunities in your company, I am writing to advertise my personal skills and qualifications regarding Accounts Assistant Position.
· I wish to be considered for the future opportunity in your company.
· My extensive educational background is featured with higher level knowledge and skills in accounting procedures.
Qualifications.
· AAT Level 2 Certificate in Book Keeping.
· IAB Levels 2 and 3 Certificates in Bookkeeping.
· OCR Level 1 Certificate in Bookkeeping.
· OCR Levels 2 and 3 Certificates in Accounting.
Accounting Skills.
· A logical mind and ability to work well with numbers.
· Good verbal as well as written communication skills.
· Excellent attention to details.
· Computer skills
· Good administrative skills.
· Honest and discreet attitude.
· Willingness to undertake professional development.
Responsibilities.
· Balancing accounts.
· Processing receipts.
· Completing VAT return forms.
· Maintaining financial records.
· Processing wages.
· Preparing balance sheet.
· Processing company’s own accounts.
· Others.
Experience.
· Three years’ experience in using computer applications such as Excel and Access.
· Experienced in processing experience.
· Two years’ experience with Vision Company.
· Proficient in: 
· Sage Pastel.
· MS Excel
· Word.
· PowerPoint 
Career Progression.
· My desire is to acquire advanced qualifications relevant to accounts. These include;
· AAT Accounting Qualification at Foundation, Intermediate as well as Technician Levels.
· ICB Level 3 Diploma in Computerized Bookkeeping.
[bookmark: _GoBack]I am looking forward to serving in your organization as an accounts assistant.
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