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Job Application (to support CV)
Thank you for applying for the Accounting Assistant vacancy at Take 1 Transcription; please provide the information below.   Once completed, please email to: valerie@take1.tv  including ‘Accounting Assistant position – your name’ in the subject heading.  Please also attach a copy of your current CV.  Thank you, and we will contact you again soon!     

	Position applying for 
	Full-time Accounting Assistant

	Take 1 Location
	Crane Chambers, 1st Floor, 58 High St, Cranbrook, Kent, TN17 3DL

	Standard hours
	9am – 5.30pm, Monday to Friday (one hour break for lunch)

	Salary
	

	Applicant’s Full Name
	

	Applicant’s Address
	

	Contact Tel
	

	Contact Email
	

	Please provide details of your skills and experience in an accounting role

	

	Please provide details of your skills and experience in using Sage (if not Sage, an alternative accounts package)


	

	Please provide details of your skills and experience in verifying calculations, input codes and nominal ledgers


	

	Please provide details of your skills and experience in communicating with clients


	

	Please provide details of your numerical skills

	

	Are you very organized?  If yes, please provide a relevant example to demonstrate this 


	

	Are you alert to the need to be flexible in the workplace to ensure deadlines are met? 

If yes, please provide a relevant example to demonstrate this 


	

	Do you keep calm under pressure?

If yes, please provide a relevant example to demonstrate this 

	

	Are you self-motivated?

If yes, please provide a relevant example to demonstrate this 


	 

	Can you work on your own initiative?

If yes, please provide a relevant example to demonstrate this 


	

	Are you able to think quickly and multi-task?

If yes, please provide a relevant example to demonstrate this 


	

	Can you work effectively as part of a small team? 

If yes, please provide a relevant example to demonstrate this 


	

	Do you regard yourself as able to be discrete and trustworthy?   If yes, please provide a relevant example to demonstrate this

	

	Why do you think you would be suitable for this role? (please refer to the job specification sheet for details of key tasks and required skill set) 


	

	Date of this Application


	

	Any other Comments 
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