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	OBJECTIVE
	

	

	General Bookkeeper with 5+ years of experience using both single-entry and double-entry systems for medium-sized businesses. Possess an Associate degree in Accounting. Aspiring to utilize my strong organizational skills and attention to detail to support the financial department of your company.

	

	RELEVANT SKILLS
	

	Data Entry
Financial Data Analysis


	Fluent in English and Spanish
Administrative Skills


	Reliable
Adaptable
QuickBooks Pro
QuickBooks Online
Microsoft Office


	PROFESSIONAL EXPERIENCE
	

	

	FRANKLIN & RODGERS BUSINESS SOLUTIONS, Scottsdale, AZ
General Bookkeeper, March 20XX–Present

	

	· Perform 150+ financial calculations daily such as amounts due, interest charges, balances, discounts, equity, and principal for a multimillion-dollar company
· Access computerized financial information to answer general questions as well as those related to specific accounts
· Formulate and issue bills, invoices, and account and financial statements with 10% increased efficiency to ensure timely deliverables
· Corrected spreadsheet error regarding May 20XX’s monthly spending, which resulted in saving approx. $3,500
· Train 3 new administrative assistants and 4 junior bookkeepers

	

	PATTON GROUP, Tempe, AZ
Administrative Assistant Bookkeeper, August 20XX–March 20XX

	

	· Managed 2 computers programmed with accounting software to record, store, and analyze information
· Checked 350+ figures, postings, and documents per month for correct entries, mathematical accuracy, and proper codes
· Operated 10-key calculators, typewriters, and copy machines to perform calculations and produce documents
· Matched 800+ order forms with invoices, and recorded the necessary information

	

	EDUCATION AND CERTIFICATIONS
	

	

	WILHEM UNIVERSITY, Phoenix, AZ
Bachelor’s Degree in Accounting, June 20XX

WILHEM UNIVERSITY, Phoenix, AZ
Associate of Business in Accounting, June 20XX

CERTIFIED BOOKKEEPER
American Institute of Professional Bookkeepers, 20XX
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Dear Job Seeker,

If you want to move your career forward, the Advanced resume template is for you.
 
Its sans-serif font, contact information icons, and eye-catching skills section make it great for applying to jobs in tech or data science.

Consider the Advanced resume template if you want to work in social media management or data analytics.

If you’re still struggling to write your resume, here are some free resources to help you put together a resume that shows employers you’re the right person for the job:
·     Free Resume Builder
·     How to Write a Resume
·     Resume Samples by Industry

Once you have a great resume, pair it with a convincing cover letter using our matching 2021 cover letter template. Here are a few resources to help you write a cover letter that gives your application the boost it needs to land you an interview:
·     Cover Letter Builder
·     How to Write a Cover Letter
·     Cover Letter Examples by Industry



Best regards, 
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