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Tony Clake | Accounts Assistant 

Location: xxxxxxx 
Telephone: xxxxxxxxx 

Email: xxxxxxxxxxx 
 

Professional Profile 

A process orientated professional with a passion for efficiency and a natural flair for handling data and 
producing detailed and accurate work within strict timescales.  

 
A self-motivated Accounts Assistant who is adept in identifying and resolving arising issues and in managing 
a complex workload. Excels in building rapport with others, and in working collaboratively with internal 
colleagues, suppliers and clients to ensure a smooth accounting process. A perfectionist who is highly 
organised, demonstrates a can-do attitude, and is quick to learn new skills.  Combines proven operational 
management and customer care skills with a keen desire to expand on recent finance experience. 
 

Core Skills 

• Accounting & Finance 
• Customer Service  
• Retail Sales 

• Time Management  
• Accuracy & Attention to Detail 
• Multilingual 

• Client / Supplier Liaison  
• Troubleshooting  
• Data Handling & Reporting 

Career Summary 
 

Oct 2014 – Present   Company  
 
Oct 2016 – Present   Accounts Receivable Assistant / Finance Clerk 
• Transferred from active shop floor duties to this office based role, playing a key role in the finance team 

with responsibility for purchase ledger, accounts receivable and general finance operations 
• Responsible for maintaining the billing system, ensuring accurate generation and processing of invoices, 

and dealing directly with clients including design groups, school and corporate businesses  
• Contributing to required month end activity including compiling comprehensive monthly reports 
• Communicating professionally with both clients and suppliers via phone, email and face to face; 

reviewing and resolving issues, and contributing to effective credit control 
• Assisting with VAT management, allocating cashbook payments, and preparing daily reports, journal 

entries, accruals and prepayments 
• Monitoring outstanding invoices, following up on arrears, performing account and ledger reconciliations 

and attending to disputes arising 
• Maintaining accurate and complete customer master data and operational files 
• Processing and completing BACS and credit card transactions and adjusting entries 
 
Oct 2016 – Present   Expert Bookseller & Russian Section Manager 
• Undertook full responsibility for the operation and development of the Russian section including 

developing and expanding the range on offer and taking ownership of international stock ordering 
• Dealing directly with authors and collaborating closely with management staff as well as serving as an 

escalation point for any issues or questions raised by other bookselling staff 
• Accountable for the sections revenue generation; achieving sales growth of 15% in 2016 
• Researching new products, negotiating pricing and setting realistic delivery timescales  
• Verifying customer details and opening new accounts, maintaining records of customer interactions / 

outcomes, and preparing and distributing customer activity reports which highlight any problems 
 
Apr 2015 – Oct 2016  Senior Bookseller 
• Secured the promotion to Senior Bookseller, undertaking additional responsibility for sales levels 

achieved and for the ordering and management of stock for the Russian section 
• Began interacting more extensively with Expert Booksellers and Store Managers to contribute to the 

planning and general running of the section including administrative liaison with other depts.  
• Contributed to the training and development of newly recruited bookselling staff as required  
• Ensured the investigation and resolution of any arising complaints 
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Oct 2014 – Apr 2015  Bookseller 
• Joined Waterstones as a Russian speaking bookseller lending specific linguistic skills to this specialist 

section of the flagship Piccadilly branch 
• Worked to required KPIs covering sales and customer service levels delivered, and processed all 

transactions accurately including both telephone / email orders and face to face till sales 
• Worked within a proactive and customer focused team to ensure the appropriate presentation and 

merchandising of stock and to offer guidance to customers in response to their queries 
 
 
Feb 2012   Company  

Volunteer 
Summary 
• After relocation to the UK, spent a brief time volunteering within the local hospital, including two weeks 

with the Specialist Skin Service, gaining insight into the structure and performance of NHS services 
• Accrued further knowledge of the examination, diagnosis and treatment of various conditions by 

attending doctor / patient consultations and observing procedures in the minor operating theatre  
 
2010 – 2011   Company 

Nurse (part-time) 
Summary 
• While completing nursing diploma (see below), worked on a part-time basis at evenings and weekends 

within this demanding urban healthcare environment 
• Collaborated with other multi-disciplinary care team staff to ensure patient care was appropriately 

planned and delivered to the highest possible standards 
• Contributed to the decision making process in relation to care options and worked professionally and 

efficiently within extremely high pressure emergency situations as they arose  
 
2009 – 2010   Shop 

Pharmacy Assistant 
Summary 
• Joined this busy family run pharmacy and undertook responsibility for delivering customer service of a 

consistency high quality including advising a diverse range of shoppers on products available 
• Assisted with the ordering, control, display and visual merchandising of stock on the shop floor in order 

to promote maximised sales and improve overall customer experience  
• Processed till sales accurately and assisted with the presentation and maintenance of the retail premises 

Education & Qualifications  
 CAPM Certification (Pending)  
 Prince2 Foundation (2017) 
 IELTS Band 7 (2015) 
 Medical Nurse Diploma, (2011) 
 Online Computing Basics (2011)  
 National High School Certificates incl. English & Mathematics (2007) 

Additional Information  

Languages:  Fluent English, Ukrainian & Russian 
IT Skills:  MS Office incl. Word, Excel & PowerPoint  
References available on request 
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