Illustrative example from luceria.careers: Callum Brightwater (fictional). Every person, employer, date and figure is fictional. Replace all of it with your own, and delete this note.
Callum Brightwater
Accounts Assistant · AAT Level 3 qualified, Level 4 in progress · purchase and sales ledger
Stockport, Greater Manchester · 07700 900 456 · callum.brightwater@example.com
Profile
Accounts assistant with 18 months in a four-person finance team at a fictional builders' merchant turning over around £9m: purchase and sales ledger, bank reconciliations and month-end support. AAT Level 3 Diploma in Accounting completed in 2025, now studying at Level 4. Seeking a larger team and more month-end responsibility.
Experience
Accounts Assistant — Fictional Northern Builders' Merchants
May 2025 – present
Four-person finance team serving five branches; around 350 supplier and 600 trade customer accounts.
1. Process around 400 purchase invoices a month across roughly 350 supplier accounts, matching each to purchase orders and goods-received notes before posting and routing mismatches to branch managers for approval.
1. Reconcile the 40 largest supplier statements monthly and two bank accounts weekly, clearing differences before the payment run; supplier payment queries fell from around five a week to one or two a month.
1. Chase the aged debt ledger weekly by phone and email across about 600 trade customer accounts, keeping debt over 60 days below 8% of the ledger for the last three quarters.
1. Prepare the accruals and prepayments schedules and the fixed asset additions list for the management accountant, meeting the working-day-five close in each of the last nine months.
Finance Apprentice — Fictional Northern Builders' Merchants
September 2023 – May 2025
Level 3 apprenticeship with AAT study one day a week.
1. Took over the purchase ledger inbox within six months, coding around 300 invoices a month and answering supplier queries within two working days.
1. Wrote the procedure note colleagues now use to cover the inbox and the weekly till reconciliation; passed every AAT assessment at the first attempt.
Education
AAT Level 2 Certificate in Accounting (2024) and Level 3 Diploma in Accounting (2025) — Fictional College of Further Education; Level 4 in progress, expected 2027
A levels: Mathematics, Business, Geography — Fictional Sixth Form College, 2023
Skills
Purchase ledger: three-way matching, coding, supplier statements · Sales ledger and credit control · Bank reconciliations · Month-end: accruals, prepayments, fixed asset additions · VAT coding · Accounting software (a small-business package), Excel lookups and pivot tables

Why this example is written this way
AAT status is exact: level completed, level in progress
Adverts ask for 'AAT qualified or studying' and recruiters search the acronym, so the headline and education carry it. 'Level 3 qualified, Level 4 in progress' is used because many employers read 'AAT qualified' as Level 4, and the gap surfaces at interview. AAT is a common route in, not a licence.
Ledger work is a process with volumes, not a responsibility
'Responsible for purchase ledger' says nothing about scale or control. Invoices a month, account counts, the matching step and where mismatches go let a finance manager place this accounts assistant against their own ledger. The package is generic because the record is fictional; name yours, because adverts do.
Month-end support is named task by task
The move to a larger team is a move towards month-end work. Naming the schedules, the fixed asset list, who receives them and whether the working-day-five close was met shows how far along the timetable this person already works, which the interview will probe.
The apprenticeship stays, but short
Two bullets show the route in, early ownership (the ledger inbox, the procedure note) and first-time passes without repeating the current role's routines, so the accounts assistant post dominates the page.
Bullet rewrites and the evidence behind them
Before: Responsible for the purchase ledger.
Evidence question: How many invoices and suppliers, what was checked before posting, and what happened to mismatches?
Evidence (fictional): Around 400 invoices a month across roughly 350 supplier accounts; each matched to purchase order and goods-received note before posting; mismatches sent to branch managers.
After: Process around 400 purchase invoices a month across roughly 350 supplier accounts, matching each to purchase orders and goods-received notes before posting and routing mismatches to branch managers for approval.
Before: Chased customers for payment.
Evidence question: How often, by what route, how big was the ledger, and what changed?
Evidence (fictional): Weekly aged debt review by phone and email across about 600 trade customer accounts; debt over 60 days kept below 8% of the ledger for three quarters.
After: Chase the aged debt ledger weekly by phone and email across about 600 trade customer accounts, keeping debt over 60 days below 8% of the ledger for the last three quarters.
Before: Helped with month-end.
Evidence question: Which tasks were yours, who received them, and did the close hit its deadline?
Evidence (fictional): Accruals and prepayments schedules and the fixed asset additions list for the management accountant; working-day-five close met in each of the last nine months.
After: Prepare the accruals and prepayments schedules and the fixed asset additions list for the management accountant, meeting the working-day-five close in each of the last nine months.
Full explanation, transferable skills and occupation notes: https://luceria.careers/examples/accounts-assistant-resume-example
Edition 1.0, 2026-11-04.
