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Carly Louise Beanes 

Personal Statement 

 

Introduction to our organisation 

 

My name is Carly Beanes and I work for Best Solicitors who are a law firm with offices based in 
Sheffield & Barnsley. We were founded in 2001 and have the same 3 Partners with the same 
mission and vision for the community of South Yorkshire.  
  
Our vision –  
'To be generating sustainable profits and to be South Yorkshire's first choice for life long legal 

services'. 
 
We provide legal services such as Divorce, Personal Injury, Police Station assistance, Criminal 

Defence, Professional negligence, Wills, Probate and Conveyancing.  

 

 

1. What is your role within the organisation? 

 

a. My first role when I started at Best Solicitors was as an Office Junior. During my first 

years I undertook several courses that helped me not only to understand my role in the 

company, but also to evolve my skills and quickly be promoted. These courses were 

client care and communicating with difficult clients. Having been promoted to Accounts 

Assistant, I took more responsibilities and my role started to be multidisciplinary. This is 

because I had to deal not only with clients but also to support efficiently colleagues in 

other departments. (Embracing change). I quickly realised that I was eager to learn 

more and this is why I undertook bookkeeping controls and bookkeeping transactions 

courses. My experience with these subjects was recognised by the firm and I was 

promoted to Finance Coordinator. My current role involves cash flow forecast 

management, reviewing transfers, bank reconciliations, target management and monthly 

account preparation. I have also built on my transferrable skills by attending a leadership 

and coaching course. The reason why I chose to do this was to put these skills into my 

day-to-day interaction with people. (Communications) This has helped me guide and 

train a junior member of staff who I now manage. (Teamwork and collaboration). In 

order to gain more experience, I am undertaking my Level 3 Bookkeeping apprenticeship. 

It is evident that my role has evolved significantly since I started at the firm.  My goal is 

to keep developing not only as a professional but also as a person. In the near future, I 

am willing to undertake all the necessary steps including courses such as Level 4 and 

Level 7 AAT. (Adding value & personal accountability).  

 

b. I also manage part of our HR systems and processes. This includes drafting offer letters 

and contracts to potential recruits and handling sensitive information such as salaries 

and personal data. In order to do this, I have to be extremely thorough ensuring that the 

contract has the correct data and information included in it. I have to be objective and 

neutral when dealing with these matters as I cannot be bias against other colleagues 

when knowing their salaries. I also stay confidential knowing that I cannot discuss them 

with anyone else other than my manager and Senior Partner.  I trained to do this by 

working together with my manager by building a ‘new starter checklist’ which we 

complete each time we have a new starter by inserting the date that the offer letter was 
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sent, contract was issued and an agreed start date for the new employee was confirmed. 

This made it easier to both of us to work if another person needed to pick it up. We have 

a draft contract that we use each time and we have highlighted in yellow areas that need 

changing each time we issue to a new employee, this makes it easier to complete so that 

we do not send out a draft contract with any missing information. I also make a new folder 

for the new employee in our secure HR file which no one else can gain access to other 

than the Senior Partner and WT. Within this are sub directories for documents such as 

personal data, contract and job description and communications between employee and 

employer.  

 

Please see attached our organisational chart (redacted) where I have highlighted myself in 

yellow.  

 

 

2. How do you think your role has benefited the organisation? 

 

a. I joined BEST at the age of 17 in the role of Office Junior. This means that I have worked 

across many of the departments in the thirteen years I have been in the firm. I feel that 

this has given me a real insight into how different departments work and transparency in 

all areas. Having worked in different areas, I often handled sensitive information. This 

helped me to realise how important confidentiality and integrity are. Furthermore, 

handling cases such as a child being taken into social care made me understand the 

significance of ethics in my work. My sensible, but at the same time caring, approach to 

these matters have benefited the firm which make me proud of my work.  

 

b. Since my manager (referred to as WT) joined (February 2019) and my apprenticeship 

began (June 2020), I feel as if I have really begun to understand how the business works. 

Before both my apprenticeship and WT joining, I had never had any involvement in tasks 

such as month end accounts. However, now I complete them unaided which takes the 

pressure off WT who is in a more senior role. (Business awareness).  I trained to 

complete month end unaided by shadowing my manager on month end procedures, me 

and WT also wrote some ‘step by step how to guides’ for ourselves on the first page of 

some Excel spreadsheets so it was easy to follow. On one particular task called ‘LAA 

bulk reconciliation’ (which I have written a development task on), I had to read a full 

manual on how to complete the reconciliation which was provided to me by our system 

provider. We have also asked them to provide more manuals for other tasks which we 

have made a directory on our business shared drive that all employees can refer to if 

they are ever stuck. The more tasks I can take away from WT means she can focus more 

on the strategic planning. However, I have also been asked to be involved in this too 

which is an honour. The reason I have been asked to be involved in the strategic planning 

is because a lot of the planning revolves around the accounts side. Heads of 

Departments have been asked a set of questions about where they see their departments 

in 5 years’ time. The types of answers what they give to me and my manager reflect what 

we need to have in place for the future i.e. if Crime department want to grow their 

department by 50%, we need to know the impact of fee income and how many more staff 

we require to generate that income. My manager thought it would be a good experience 

for me to attend these meetings and help with the number crunching. One of my tasks I 

had to do independently was to download into Microsoft Excel three previous years fee 
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income by case type and break it down by how much income was made compared to the 

amount of files we opened in the same year. We then used these figures to predict in the 

future how the department could grow by. We then put the agreed strategic department 

plans into one document and we are going to present it to all the Heads of Department 

in the coming weeks.  (Communication & teamwork). 

 

c. I have undertaken three Microsoft Excel courses – beginner, intermediate and advanced. 

When WT joined I had very limited knowledge of Excel. I found these courses extremely 

beneficial to my daily jobs and reflecting on this now, without this knowledge I would not 

be able to complete my tasks to their full potential. I realised how efficient Excel can make 

your daily jobs and saves an enormous amount of time. I also learnt a lot of my Excel 

knowledge from WT by shadowing and looking at different spreadsheets that she set up 

when she first joined us & developing more together. WT helped me understand the 

meaning behind different formulas and when I completed my Excel courses, I showed 

WT how to make a ‘drop down list’ by using data validation. When I first started using 

WT’s spreadsheets, I used to save them as a copy and practice on a different version so 

that I did not save over any formulas if I was wrong. Now I do not feel the need to do this 

as I am quite confident in reading the formulas and making new ones myself.  

 

d. I feel that because I have been with the firm for a long period of time, people trust me 

and trust my opinion. I am good with computer technology and firm wide we use the same 

system called ‘Tikit’. I have worked on it in all aspects of the business, so a lot of people 

come to ask me my thoughts which in turn makes me feel like I am helping my colleagues 

and makes me feel good. I trained on this system from the very start of my employment 

at Best Solicitors. It started as basic training searching for clients’ names to allocate 

incoming post. It then evolved to producing letters to clients, posting monies to ledgers 

and being able to read ledgers efficiently and correctly. I have received internal training 

and we have also had external training days with the software provider so they can show 

the firm how to make the most out of their system. Going forwards this also helps me 

develop other members of my team by passing on knowledge of what I have learned 

along the way. (IT systems and processes and adding value).  

 

 

3. Is there an achievement/product/activity that you are particularly proud of? 

 

a. Before WT’s arrival we were heavily paper reliant, we had no time scales to complete 

tasks by and reflecting now I would say were very unstructured. Examples of this were 

that we did not have a Purchase Ledger or a Cash Flow forecast. If the department 

wanted to pay suppliers, my old manager (referred to as BB) would remove the invoice 

out of the paper lever arch file and decide who we would pay and write a cheque. In 

terms of Cash Flow, we had no internal controls because there were no records held of 

what incoming or outgoing out of our bank from one week to the next, except what was 

in BB’s head. (Ethics and integrity).  Some people are hesitant to change. However, I 

would say that I am very willing to embrace change while maintaining high standards. 

For instance, when WT first started with our firm and implemented tasks such as 

Purchase Ledger, we had to completely change the way we worked and had to do a large 

task of making a separate entity of all our suppliers onto our accounts system whilst 

linking them to the correct nominal expense code and cost centre. We also had to scan 
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all old invoices onto the supplier code in the hope to become paperless. When WT 

started, we had 15 shelves of lever arches, over this time I have stayed late and come in 

at weekends to ensure that everything is scanned or sent to our archive storage unit for 

a period of 6 years and we are now down to 1 small cabinet of paperwork which in time 

I think we can also move to paperless. This is something I am proud of as a lot of my 

colleagues commented when I completed this over the weekend to say how much more 

welcoming our accounts room is. (Embracing change).  

 

b. When I started my apprenticeship one of my main goals in the workplace was to do 

accruals and prepayments completely unaided, with a final goal to take it one step further 

and complete month end. My manager had gone through prepayments and accruals with 

me prior to my apprenticeship but I still needed that extra guidance to help me understand 

fully the meaning behind them. Therefore, I decided to undertake further training, and 

this is why I built a spreadsheet where all prepayments and accruals each month are 

inputted so that I can check the Statement of Financial Position to ensure that nothing 

has been posted incorrectly. Using this spreadsheet has helped me spot differences 

where I have mis-posted a figure. Without the spreadsheet it would have been harder to 

look back and identify where I went wrong. It also ensures that the balance on the 

spreadsheet agrees with the balance in our Statement of Financial Position. With the 

help of Advanced Bookkeeping and WT letting me do them every month, I am happy that 

in just over a year in my apprenticeship I can complete an entire month end with only the 

odd query to my manager. I have gained my managers trust as she does not need to 

cross check my prepayments and accruals. I have also explained in presentations with 

our Heads of Departments the accruals concept so that they also understand that we 

have to record costs in the month that they occur, not when the cash payment is 

made/received. (Ethics & integrity, business awareness) 

 

c. I have been involved in making a budget for the last two years which is exciting and very 

insightful. Before this I was aware of the meaning behind what a budget is, but we never 

had a budget in place as a firm. On our nominal ledger you can see actuals vs. budgets 

and a variance as well as download reports into Excel. WT taught me how to read this 

and I use it on a daily/weekly basis for things such as showing fee earners how far off 

budget they are on fee income and if we are close to budget on nominals such as 

stationery etc. In preparation for our budget, me and WT had meetings with the relevant 

departments and once we had presented the final budget to our Heads of Department 

and they agreed, my manager asked me to upload the budget into our accounting 

system. I felt nervous, but I remember her saying she trusted me to it and was certain 

there would be no issues. I completed it which gave me a huge sense of relief and 

satisfaction. My MMAC course played a good part in preparing the budget as some 

calculations needed completing with regards to fee income being split across the year by 

different fee earners. It was a sense of achievement that I had used a course I had my 

best score on to finally put it into practice.  (Teamwork and collaboration, personal 

accountability, using systems and processes) 

 

d. We have strict deadlines when tasks must be complete by. This is so that we do not fall 

back into old habits and complete tasks ‘as and when’. If deadlines cannot be met for 

any reason, I would ensure that I make my manager aware of this in plenty of time and 

give a suggested completion date. Impacts on not meeting particular deadlines, such as 
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month end completion, would result in a delay in the shareholders receiving profit and 

loss accounts & any vital information. Following on from this, one of my deadlines is that 

month end must be completed by the seventh working day of the next month. The final 

profit and loss must be split by cost centre (Crime, Civil, Conveyancing, Central etc.) and 

issued to all the relevant departments with a brief description if they made a profit or loss 

and if their costs were in line with budget. I also must submit this to our bank manager 

with a little more detail.  In order to complete this I had to take advantage of what our 

IT/Accounting reports can produce. We had an external training day with an accounts 

specialist from our IT provider and she showed me & WT some new reports that we did 

not know existed, such as ‘month by month’ which shows us the month by month profit 

and loss by cost centre. However, this along with some other reports do not download in 

a user-friendly way so me and WT have built some spreadsheets using =VLOOKUPS 

where we post the download into a back page and the formula pulls the information onto 

the front page where we have colour coded so that it is easier for the end user to digest. 

My external Excel training and shadowing WT helped me put this into practice.  (IT 

systems and processes and financial accounting and reporting).  

 

e. I have become a lot more confident with the above than I was over a year ago by working 

closely with WT and shadowing her in meetings, listening how she presented figures and 

making notes.  A few days after the month end deadline, we have a Heads of Department 

meeting to discuss figures for the month and raise any issues. A year ago I was not as 

confident and WT would answer all finance queries. This has now changed so that all 

queries come via me as I should be able to answer them from working closely with the 

P&L accounts. Consistently carrying out the same tasks and even making mistakes so I 

do not repeat the same mistake again has helped me grow in confidence.  (Personal 

accountability & productivity).  

 

f. We have been accredited with Cyber Essentials. This requires us as a firm to be security 

tight and I was involved in this project. First of all I had to organise the meetings with 

different departments. This helped my organisation skills. Secondly, I had to deliver 

certain tasks in a specific timeframe. This has taught me how to work under pressure. 

Also, the fact that me and a colleague shared tasks between us taught me how to be an 

effective team member but also when to take initiative in order to push the project 

forward. We now have in place multi-factor authority which means that if you are working 

remotely, you must have your assigned mobile phone with you to confirm that it is you 

logging into our remote desktop. We also have two different Wi-Fi’s, one for staff and one 

for guests which ensures that our streaming is kept secure. Having had involvement with 

the Cyber Essentials audit and a general knowledge of GDPR rules, I am able to ensure 

that I am working securely and safely in my day-to-day accounts especially given the fact 

that I deal with clients’ personal details such as names, addresses, full financial 

information e.g., bank accounts etc. (IT systems and processes and data protection).  

 

 

4. What are some of the challenges you have encountered during your 

apprenticeship? 
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a. My job role prior to enrolling on my Level 3 apprenticeship was ‘Accounts assistant’. My 

previous manager ‘BB’ completed the more senior accounting transactions such as 

month end.  In this role I did basic transactions onto our accounts system as well as bank 

reconciliation but always tried to look for a more efficient way to complete tasks and 

always asked to take on more challenging roles. For example, we have a Conveyancing 

department in which people buy and sell houses. The Conveyancing department has to 

give instructions for me and my colleagues in the accounts department to send the 

purchase or sale monies onto the next solicitors in the chain. This used to be completed 

by Conveyancing manually completing a form, printing and handing it to us. I remember 

thinking that this was not the most secure and efficient way of completing this task. One 

of us could have easily transposed figures copying from paper to computer. I suggested 

that this should change to my line manager and the Head of Conveyancing and came up 

with a suggestion of a new email address solely for Conveyancing Completions. All 

requests now go via this email address with a copy of the banking details securely 

attached to a ‘posting slip’ that we have on our accounting system so that no emails can 

be intercepted. This saves time, money and minimises risk. (Adding value)  

 

b. However, in February 2019 our Partners decided that we required a strategic plan put in 

place to drive the business forward. This came in the form of my now manager, WT, who 

is a Chartered Accountant and Strategic Planner.  Over the coming months we had a 

complete overhaul of our entire accounts system. In the middle of this my previous 

manager BB did not react well to this & pushed back.  My immediate reaction was to take 

a step back, reassess the situation, and make a plan of how things could get better as 

quick as possible This ended in BB switching roles to a completely different department 

and the Partners asking if I would take on her role. This would mean intense internal 

training such as shadowing WT, accountancy days with our software provider, health and 

safety and the possibility of external accountancy training to streamline everything. I saw 

this as an opportunity to progress my career, without creating any workplace conflicts 

and help the business move forward. To do that I had thorough discussions with the 

senior team so that we could find the best solution.  

 

c. This was a particularly uncomfortable position for me as I had a lot of loyalty to BB as 

she was the one who had trained me since joining Best Solicitors in February 2008 and 

she trained me in everything I knew. I did not want her to feel as if I was treading on her 

toes. However, I knew that we needed to make changes in the way we were working and 

the only way that this could be done was by working as a team & communicating with 

the Partners, WT and BB’s knowledge of the business there was no reason why we could 

not accomplish this. (Communication and teamwork).  

 

d. If we did not change now, we would not progress and the stakeholder’s vision, as 

mentioned above, may fail. (Business awareness).  

 

e. The above reasons are why I chose to do my Level 3 apprenticeship in Accountancy. I 

needed to prove to myself, WT and the Partners that the trust they had put in me would 

be worth it and I would try my very best to ensure that Best Solicitors could run as 

streamlined as possible. I was extremely lucky that my manager ‘WT’ is a Chartered 

Accountant as she taught me a lot in the months before my apprenticeship started in 
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June 2020 and I took a lot of these skills into the classroom where things ‘clicked’ for me. 

(Embracing change, adding value and personal accountability).  

 


