CURRICULUM VITAE

Mrs Lucy Deasy

t/a Lucy Deasy Office Support

Fountain Cottage

West Lane 

Dolton

Winkleigh

Devon  EX19 8QU

www.lucydeasy.co.uk
01805 804849

07786 718701

lucymonicaann@btinternet.com
D.O.B. 11 September 1974

EDUCATIONAL HISTORY

1982 - 1991

Edgehill College




Bideford




Devon

QUALIFICATIONS
9 GCSE

1992-1996
North Devon College

Barnstaple




Devon  (Part time)

QUALIFICATIONS
AAT Foundation, Intermediate and Technician Levels

EMPLOYMENT HISTORY

2005 – 2006

Surf Bay Leisure, Devon



Management Accountant

Preparation of monthly management accounts using Sage Line 100 including bank rec, prepayments and accruals and stock take.  All credit control, oversight of purchase, sales ledger and payroll.  Cash flow and budgeting.

Reason for leaving
To set up my own business

2004 - 2004

Devon Cider Company, Devon

Accountant

Completing total accounts function from input to management accounts using Quickbooks.



Reason for leaving
Company relocated

2002 - 2003 

AWG Construction Services Limited, Oxford 




Site Administrator

PA and admin to 17 site management staff.  All aspects of administration as required on a busy site on a £60million hospital PFI contract.  Ensuring strict QA matters kept up to date, implementing systems to ensure this.

Reason for leaving
Moved back home to Devon

2001 - 2002

MSB Motorsport LLC, Oxford




Accountant and Administrator

Day to day running of entire accounts (Quickbooks) and admin function for motor racing team racing in the ALMS, including budgeting and monitoring cash flow.  Organising drivers, mechanics and directors travel and accommodation abroad.  This fast moving role required hands on help in any part of the business.

Reason for leaving
The Company relocated to America 

1998 - 2001

Webbington Hotel, Somerset




Duke’s Hotel, Bath




Manor House Hotel. Moreton In Marsh




Two Bridges Hotel, Dartmoor



Front Office / Duty Manager

I took my first role as receptionist at the Webbington Hotel when I relocated to Somerset and within 8 weeks was promoted to Front Office Manager.  Running and reorganising reception teams of up to 10 staff, together with duty management overseeing the entire running of the hotel.  With good knowledge of Fidelio and IGS together with my accounts background I was able to improve room revenue and set up secure cash procedures.   I then moved on to reorganise and restructure other hotels in need of assistance working through an agent (as listed above).

Reason for leaving
MSB Opportunity


1996-1998

Vickers Bookmakers, Devon 


Accounts Assistant

Computerised payroll for 100+ weekly staff on different scales, bonuses and rates for overtime / night racing.  Inputting of daily sales figures from 26 shops over the South West, bank reconciliation, assistance with Management Accounts and general office duties.

Reason for leaving
Moved to Somerset

1992-1996
Moore Bedworth & Co, Devon 

 


Audit / Accounts assistant

Employed as the office junior I learnt all aspects of office administration whilst studying for my AAT.  Moved on to incomplete record completion, PAYE and VAT for small clients, income and capital gains tax computations.  My final role was as Assistant to the Audit Manager dealing with audits for limited companies including stock takes.

Reason for leaving
After AAT I wanted to gain some commercial experience

SKILLS DEVELOPED THROUGH EMPLOYMENT

I am proficient at keeping books to trial balance together with controlling VAT and PAYE schemes.  I have good experience of budgeting, cash flow, purchase and sales ledger, credit control and foreign currency.

I have excellent secretarial, organisational and communication skills with a typing speed of 50wpm.  I have vast experience of PA duties including arranging and organising meetings, travel and accommodation abroad.  I am extremely confident and personable. 

REFERENCES – These are two of my current clients who would be happy to give references:

Mrs Judith Dark



Mr Richard Joseph

Springfield Nursery


Publisher

Marwood



P O Box 15

Barnstaple



Torrington

Devon
EX31 4DU


Devon  EX38 8ZJ

OTHER

I enjoy cooking and entertaining, walking, swimming, reading 

I have a driving licence and own car

