Joanne Bazley
 19 Templars Close, Middleton-On-Sea, Bognor Regis, West Sussex, PO22 6RU
bazley45.jb@gmail.com  07598 729735
A highly self-motivated individual, I am an organised, efficient and hard-working person, and am willing to discover and accept new ideas which can be put into practice effectively. I am a good listener and learner, able to communicate well with a group and on an individual level. I can motivate and direct my talents and skills to meet objectives.  Being self-motivated and always trying my hardest with everything I do, while endeavouring to keep a positive 'can do' attitude. I would also describe myself as being an honest, reliable and lively person who enjoys working with people.
Key Skills
· Excellent Interpersonal and Communication Skills
· Board Level Experience
· Time Management
· Flexibility
· Organisational Skills
Career History
June  2019 – Present, Peter Baldwin & Co Accountants, Bookkeeper
Bookkeeping and maintaining client records, updating and reconciling Sales and Purchase Ledgers using Receipt Bank. Bank and credit card reconciliation's, posting PAYE journals and reconciling accounts. Liaising with clients on queries via email, assisting with the preparation of monthly VAT Returns. Invoicing clients. Responsible for on-boarding all clients to comply with ACCA regulations.  Competent in Xero, Freeagent, Quickbooks and Sage.  
July 2009 – May 2019,  Reactive Insurance Solutions Ltd , Accounts/Finance Manager
Preparing weekly, monthly financial reports for the Directors using excel spreadsheets. Implementing and running payroll for up to 80 weekly and monthly paid staff.  HR responsibilities, plus maintaining health & safety for all staff.  Credit control, processing invoices and setting up weekly bank payment runs for up to 30 tradesmen, country wide. 
February 2004 – June 2009, Chichester College, Student Tutor
Responsible for the academic and pastoral well-being for a cohort of 140 students per academic year.                                
Plan and implement weekly tutorials and 1-1 tracking plus target setting to ensure student progression, Identify any concerns or issue’s and liaise with the course tutor and or outside agencies accordingly.  Keep clear and concise records of student progression.  Manage challenging behaviour and support educational needs when required.              
Education
                 September 1999 – February 2004, Open University. Bachelor of Science (Honours) in Social Sciences.   
                 September 1982 – June 1985,  Felpham Community College. 5 CSE’s.
Other 

Car owner with full clean driving licence.
