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Xavier Thompson | Accounts Assistant 

Location xxxxxxxxxxxxxx 
Telephone: xxxxxxxxxxxxx 

Email: xxxxxxxxx 

Professional Profile 

Award winning IT literate and self-funded current AAT Level 2 student (expected completion Q4 2017), with 
over 5 years’ experience on a B2B and B2C basis within insurance, commercial fleet tracking and retail in 

contact centres and high street stores. 
 
Utilising my ability within customer service I quickly proved my capability to exceed expectation, winning an 
employee award and being personally asked to train new to business hires as a result of my track high 
quality of work. I hold advanced capability within MS Office and have been to go-to person for spreadsheet 
creation, database management and accuracy of reporting as I am a very detail oriented individual. I 
commenced my AAT level 2 in January of this year after a year abroad, to pursue a role as an Accounts 
Assistant to bolster my already proven capability within data management and invoice processing, which I 
have done on a personal basis as an advanced eBay seller and during my roles as a contact centre 
respentative. 

Core Skills 

• Business Administration 
• Call Handling 
• Order Processing/Invoicing  
• Data Entry 

• Spreadsheets 
• AR/AP 
• Customer Service 
• Objection Handling 

 

• Sales MI Reporting 
• B2B/B2C 
• Advanced MS Office 
• Stakeholder Management 

Career Summary 

Jan 2017 - Present   Study, Distance Learning 
    AAT Level 2 Foundation Certificate in Accounting 
Outline 
Self-funded study with modules in Bookkeeping, transaction/invoice processing, petty cashbook, trial 
balances, journal/suspense accounts, bank reconciliation, costing systems, cost recording techniques, 
budgeted vs actual costs and utilisation of Sage. Expected completion Q4 2017. 
 
Jan 2016 – Dec 2016   xxxxxxxxxxx 
    Work Abroad 
Outline 
Fulfilled my personal ambition to travel extensively across New Zealand and worked on a cattle farm during 
this period to afford further time and travel across the North and South of the country. 
 
May 2011 – Dec 2015   xxxxxxxxxxxxxxxx 
    Contact Centre Representative 
Outline 
Inbound/outbound B2C/B2B role for a number of outsourced contracts for clients in the Insurance industry 
(Team of 10) and latterly Fleet Tracking (team of 8). Direct reporting line to Team Leader. 
 
Key Responsibilities 

• Completed outbound calls to secure appointments, develop sales leads and maintained the contact 
database up to date (utilising a bespoke in-house system). 

• Handled inbound customer calls on a FCR basis where possible and escalated these to relevant 
senior managers. 

• Ensured calls were completed in line with KPIs and all subcontracted SLAs. 
 
Key Achievements/Projects 

• Achieved ‘Phonetic employee of the Year 2013’ for performance, call quality and excellent customer 
feedback scores. 

• Handpicked to train new to business hires performing in the moment feedback and training on call 
process, after listening to live calls. 

• Hit target of 300 calls per day for the Insurance client and conversion of 25 sales leads for renewal 
business. 
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• Selected to work on the more complex B2B Fleet Tracking client contract due to excellent feedback. 
• Met target of 200 calls and secured 2 appointments per day with SME’s/Sole Traders (for the Fleet 

Tracking business). 

 

Additional Career History (Temp) 

Xxx 2010 – xxx 2010  xxxxxxxxx 
    General Labourer 
 
xxx 2005 – xxx 2005   xxxxxxxxxxx 
    Sales Assistant (Part-Time) 
Outline 
Retail assistant in the xxxxxxxx store dealing with all facets of a retail operation. 
 
Key Responsibilities 

• Cross-checked deliveries against invoices to ensure accuracy and notified the store manager of any 
discrepancies. 

• Completed merchandising of stock for promotions as well as shelf replenishment. 
• Operated the till and processed cash and card payments. 
• Assisted customers with queries relating to location of stock, availability and ordering. 

Additional Information 

 Buying/Selling goods on eBay to fund my travel abroad in combination with my employment 
at Phonetic – pricing (taking account of seller and tax fees), advertising and invoicing 
customers.  

Education & Qualifications  
 AAT Level 2 Foundation Certificate in Accounting Qualification (In Progress) 
 Excel Online Course (2016) 
 BTEC Level 3 National Diploma in IT, Grade – Merit 
 9 GCSE’s all grade ‘C’ and above (inclusive of Mathematics, IT and English) 

IT/Technical Skills  
 Advanced knowledge of Microsoft Word, Excel, PowerPoint and Publisher 
 Basic knowledge of Sage 

References available on request 
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