
Admin By Debbie

Wentworth Avenue
BH5 2EQ
United Kingdom

Phone: 07543 515426

I'm Debbie, a skilled administrator and qualified bookkeeper working remotely as a

Virtual Assistant, supporting small businesses with admin and bookkeeping by

giving business owners more time to spend doing the things they want to do such

as growing their business and generating income.I offer flexible help with everyday

office needs or specific projects on an ad hoc or regular basis providing assistance

at those times it is most needed.Here are some of the services I provide:All aspects

of bookkeeping to include VAT returns and credit control PayrollCreating,

maintaining and managing spreadsheetsCreating, editing and formatting templates

and documentsPDF conversions, editing, merging or splittingData entryInternet

researchLetters and mailshotsReportsEmail managementListing and categorising
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expense receiptsAnd more... please get in touch to see if I can help you with your

requirements

Visit Website
Contact Me
Email Friend
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