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Darren Dunne MAAT  

Bookkeeper & Accounts Assistant 
Location: xxxxxxxx 

Telephone: xxxxxxxxxxxxx 
Email: xxxxxxxxxxxx 

Professional Profile 

A naturally diligent, conscientious and detail focused finance professional who possesses broad software 
knowledge, including cloud based technologies, and advanced numerical and analytical skills. 

 
Adept in the preparation and submission of personal tax returns and returns for sole traders, partnerships 
and limited companies from all industry sectors. Excels in client liaison; gaining positive feedback on quality 
of service offered and contributing to long term client retention. Demonstrates natural flair for time 
management; delegating and prioritising complex tasks effectively in order to track and ensure compliance 
with deadlines. A proactive team member capable of working collaboratively or with minimal supervision.  

Core Skills 

• Bookkeeping 
• Bank reconciliations 
• Month end reconciliations 
• Balance sheet reconciliations 
• Journal entries 

• Accruals & pre-payments 
• Tax returns 
• VAT returns 
• CIS returns 
• ESL returns 

• Annual accounts 
• Client liaison 
• Invoicing & expenses 
• Outgoing payments 
• Monthly payroll  

Career Summary 

Oct 2009 – Mar 2017   Company 
 
Nov 2015 – Mar 2017  Bookkeeper;  
Apr 2012 – Nov 2015  Senior Bookkeeper / Assistant Accountant;  
Oct 2010 – Mar 2012  Senior Bookkeeper;  
Oct 2009 – Sep 2010  Bookkeeper;  
 
Overview 
• Joined xxxxx, a small high street accountancy practice, initially on an ad hoc basis 
• Expanded responsibilities and hours worked as the company took on more bookkeeping work, including 

undertaking more direct contact with clients, autonomous submission of VAT and CIS returns, accounts 
preparation, personal tax returns, journal entries, accruals and pre-payments 

• Worked with a diverse range of small to medium sized clients incl. those from the IT, construction, 
architecture, retail, consultancy, clothing, and manufacturing sectors  

• Held sole responsibility for tracking VAT returns produced by the company against required deadline 
• Undertook responsibility for the supervision and mentoring of a junior staff member  
• Transferred to a new location upon takeover of Farrant Frost by Charlton Baker in late 2015, thereafter 

fulfilling a position with the bookkeeping department  
• Developed new knowledge in the area of payroll during the last twelve months of employment with the 

company 
 
Key Achievements   
• Recently met with a key client who were behind on VAT returns and, while continuing to fulfil all other 

duties, worked to successfully file 4 years’ worth of returns less than 3 months on from initial meeting 
• Successfully migrated numerous clients' books from one accounting software package to another more 

robust solution to suit their needs 
• Efficiently and accurately registered a company for VAT, cancelled a VAT registration, and held 

responsibility for a broad range of clients filing VAT returns with HMRC within the required deadlines 
• Led the smooth and efficient movement of numerous clients from desktop software to cloud based 
• Ensured company held consistent, current authorisation to file VAT returns with HMRC 
• Effectively developed a junior team member by assisting them to develop software skills, handle day to 

day queries with increasing levels of autonomy, and review their work on VAT returns prior to submission 
• Set up a payroll scheme  
 
 

 

Fully editable Word 
version included in the   
Pro Job Hunter Pack 

 
 

           Land your perfect job quickly 

 

Get the Pro Pack 

https://standout-cv.com/products/pro-job-hunter-pack


Page 2 

 
Apr 2006 – Present   Company 

Voluntary Bookkeeper 
• Undertook bookkeeping responsibilities for this small family business, which initiated the interest in 

accounts and finance which was pursued through subsequent study and training 
• Managing sales and purchase ledger, performing bank reconciliations and journal entries, submitting 

accurate VAT and CIS returns within deadline, and completing both partnership and personal tax returns   
 
Earlier Career: 
• Held a variety of flexible roles, primarily in the areas of retail, social care and housekeeping, which 

complemented the demands of raising children  

Qualifications & Professional Development 
 Xero Certified; 2016 
 Member of the Association of Accounting Technicians (AAT); 2011 to Present 
 AAT Level 4 Diploma in Accounting, College; 2011 
 AAT Level 3 NVQ in Accounting, College; 2010 
 IAB Level 3 Diploma in Accounting & Advanced Bookkeeping, College; 2009 
 IAB Level 2 Certificate in Bookkeeping, College; 2008  

IT/Technical Skills 
 MS Excel (10 years) 
 Solar Accounts (8 years) 
 VT Transaction + (7 years) 

 Xero (5 years) 
 Sage 50 Payroll (1 year) 
 Taxfiler (1 year) 

 Capsule (1 year) 
 Freashbooks (1 year) 

 

References available on request 
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