CAREN CORNELL
Sales Ledger Clerk/ Accounts / Motor Industry
V: Single   E: carenjanecornell@yahoo.co.uk M: 07794 851801
CAREER SUMMARY
I have over 20 years experience in General Accounts and Finance, in which I believe my skills, experience, and reputation for excellence can be greatly used by your company. I am currently working full time but am ready for a new opportunity for a fresh start in a new country with a new position. Therefore looking to develop my skills further with new challenges.
KEY SKILLS
· initiative
· Flexable
· Communication
· Teamwork
· Adaptable 
· Positive 
· Computer Skills
· Patient
· Problem Solving
KEY QUALIFICATIONS
1996
Bsc (hons) Psychology and Biological Science

University of Bedfordshire
1993
Business Studies Access - Course 2A levels

Dunstable College UK
KEY TRAINING
1982
Typewriting Elementary Certificate
KEY AFFILIATIONS
CURRENT
CAREN CORNELL
Sales Ledger Clerk/ Accounts/ Motor Industry
EMPLOYMENT HISTORY
August 2006 – CURRENT
Sales ledger Clerk 

Solus London Limited
www.solusarc.co.uk
www.aviva.co.uk/Car_Insurance
Solus London Limited is the main company which has twenty Solus Accident Repair Centres around the UK. Solus is a subsidary of Aviva therefore most car repairs are through Aviva. Although we do have other insurance companies aswell as private jobs.  The Sales ledger is my responsibility for all the repair garages including 2 other members and one Credit controller.  We work closely as a team making sure all procedures take place keeping a smooth runing office. Report to Kirsty Robertson the Company Financial Controller.
Responsibilities:
· Developed training manual to ease transition for new employees into the centralised accounts department. Train staff on jobs while department on transitional change

· Responsible for daily procedures of the Sales Ledger department

· Reconcile the company bank account for twenty repair garages around the UK. Maintain and process all payment received and sent daily

· Process all Sales Ledger invoices, payments and receipts

· Handle emails of requested invoices and queries from insurance companies

· Send all invoices to insurance company Aviva and other insurers

· Process Payment runs requested. Maintain schedules and assure timely delivery of reports and deadlines.
February 2006 – January 2008
Branch Accountant

Solus London limited
www.solusarc.co.uk
Branch Accountant for Hitchin and Luton Branch Car repair centres.  Based at the Luton site and weekly travelled to the Hitchin site, to collect all Sales, purchase information and other documentation.  Also to discussed any problems or key issues with the site when visiting. Was responsible for the running of both sites Accounts department. I report to Kirsty Robertson the Company Financial Controller. Due to the high quantity of work on both sites a temp was employed to support and assist in the general office duties, which at a later date took over the Hitchin site. She reported directly to me and was trained in all the duties to be able to develop herself further. 
Responsibilities:
· Produce regular accounting information, spread sheets, reconcile invoices and investigate payment queries daily.  Deal with customer queries related to creditors and debtors
· Registered all invoices, payments and credits received and sent. Sent invoices to Aviva and other insurance companies to receive payments
· Performed month-end procedures for both sites and assisted the Auditors. Processed credit control procedures and chased all payments not received
· Daily Banking of received Excess and for private jobs and Bank reconciliations. Posted all credit card, cash, payments received, Action all Purchase and Sales ledger payment runs
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January 2005– February 2006
Senior Cashier

Williams and Co Solicitors
www.yell.com/s/solicitors-ampthill.html
Soley resposible for running the Accounts department making sure the smooth running of the office. Friday was Completion day so all convancing, litiagation, and matrimonal cases had money transfers to take place,  I was solely responsible for making sure all these went on online banking. Any money transcations that needed to take place was my resonsibility. Would report weekly to senior Solicitor to go through reports and budgets. I reported to David Barton Senior Solicitor and Partner of the Company.
I had one junior assistant who was able to help in the general running of the office, trained her to be able to cover the office when I was away.  Junior assistant reported to me. 
Responsibilities:
· Responsible for maintaining all monies daily and completion statements for client transactions of house sales and purchases, litigation, matrimonial and other legal transactions

· Responsible for client monies in deposit accounts.
· Performed month end procedures and back-up on computer systems.
· Total responsibility for running the accounts department. Ensuring all information is prepared for the auditors. 
· One staff member assisted in running department and general office duties.

· Responsible for staff wage payment runs 

· Deal with post received, to process all invoices received and cheques

· provided monthly budget reports & month end reports for meetings
· Banked all monies received daily

· Reconcilations of bank accounts
· Dealt with all monies going through the company daily
ACHIEVEMENTS:
· Keeping all records updated for Audits
· Meet deadlines consistently
· Smooth running office

· Trained up staff

· Streamlined team/department operations

· Integrated an system for the company
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January 2004 – January 2005
Assistant and Cashier

Cooks & Sons Solicitors
http://www.hcbgroup.com/site/contact/luton/
Due to my recent employment at Morton Solicitors in Dunstable and my knowledge of the Solicitors Computer systems in Accounts. I was employed by Cooks & Sons Solicitors to use my knowledge and help them go computerised from the manual system called Abacus. Worked closely with Clive Anderson and implemented a new computer system, as well as assisting in the daily running of the department. We worked on the manual system as well as the computerised in unison.  I was responsible for updating all the data onto the new system and keeping the exsisting updated daily.  Also helped and trained the Solicitors and other staff members to use the new system.  Once this was implemented I was no longer needed in the team. Reported to Clive Anderson Senior Accountant,  who is now retired when the company merged with Stephens wheeler (Stephens Wheeler & Cooks and sons)
Responsibilities:
· Employed to computerise manual system Abacus also Learnt old system to help implement new system

· Solely responsible for maintaining and running of system and training staff with all new processes.
· Dealt with all monies going through the company daily, responsible for all client deposit accounts.
· Assisted the Accountant with all daily office duties including reconciling the Company Bank Account
· Banking daily of all monies taken

ACHIEVEMENTS:
· Developed training manual to ease transition for new employees into the centralised accounts department. 
· Trained staff on the job
· Met deadlines consistently

· Streamlined/ Progressed the office

TECHNICAL SKILLS & PERSONAL ATTRIBUTES
	COMPUTING
	· Dimensions, Opera, Chameleon, Advance, Excel, Apex, Legal Ledger Sage, Windows, Dos, Word, Power Point, Online Banking, Freeway PTP, Cash Master, Microsoft Word, PC Law.
Intermediate to Advanced levels on all of the above
· Blogger, Twitter, Facebook and Skype – Intermediate level

	OTHER SKILLS
	· BSc (hons)
· Access Course in Business Studies (2A Levels)

	KEY PERSONAL ATTRIBUTES
	· Personality is bubbly and always positive so very rarely get stressed about situations.  Due to being a very Sociable person mix well with everyone. 


PROFESSIONAL REFEREES
Kirsty Robertson 
Financial Controller
Solus London Ltd (Aviva)
M: 01908 821856
E: kirsty.robertson@solusarc.co.uk
      Martin Chater BA (hons)
      Sole Practitioner
      W: 01582 501240
      E: morton@mortonsolicitors.com
      http://www.mortonsolicitors.com/[image: image1]
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