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Wilhem University, 2010
Phoenix, AZ
Leadership
Strong Work Ethic
Data Entry Skills
QuickBooks Expert
MS Office Proficient
General Bookkeeper with 8+ years of experience using both single-entry and double-entry systems for medium-sized businesses. Aspiring to use my strong organization skills and attention to detail to support the financial department of your company. Possess a B.S. in Accounting.
ADMINISTRATIVE ASSISTANT BOOKKEEPER 
Patton Group, Tempe, AZ  /  June 2010 – August 2012
· Operated computers programmed with accounting software to record, store, and analyze information.
· Checked figures, postings, and documents for correct entry, mathematical accuracy, and proper codes.
· Operated 10-key calculators, typewriters, and copy machines to perform calculations and produce documents.
•	Matched order forms with invoices, and record the necessary information.
•	Performed general office duties such as filing, answering telephones, and handling routine correspondence.
Linkedin.com/in/yourproﬁle
895 555 555
43 Smith Dr., Pittsburg, PA , 09867
email@gmail.com
EXPERIENCE
Problem Solving
Collaboration
Handling Pressure
Leadership
Time Management
SKILLS
from Resume Genius
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GENERAL BOOKKEEPER 
Franklin & Rodgers Business Solutions, Scottsdale, AZ  /  September 2012 - Present
· Performed financial calculations such as amounts due, interest charges, balances, discounts, equity, and principal for a multimillion-dollar company.
· Accessed computerized financial information to answer general questions as well as those related to specific accounts.
· Formulated, prepared, and issued bills, invoices, and account and financial statements with 10% increased efficiency to ensure timely deliverable.
· Trained 3 new administrative assistants and junior bookkeepers
· Corrected spreadsheet error saving A/P $3,500.
























CERTIFIED BOOKKEEPER
American Institute of Professional Bookkeepers
2006
A.S. ACCOUNTING
Wilhem University, 2008
Phoenix, AZ
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PLEASE note that you *must* install the font files to make this resume template work. It’s very simple to do – just follow the instructions in the “Read Me” file in the Zip file you downloaded this template from.

If you’re struggling to write your resume, don’t worry. You’re in good company – everyone struggles with it. For a high quality resume that will land you employment, we recommend consulting the certified experts at Resume Writer Direct.

Or, here’s some other content that might help you finish your resume.

· Free Resume Builder
· How to Write a Resume
· Resume Samples by Industry

Oh, and by the way, you’re also going to need a cover letter.

· Cover Letter Builder
· How to Write a Cover Letter
· Cover Letter Examples by Industry
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