Your name
Objective – a job to continue in the accounting field
Company A



Bookkeeper


2006 - 
· A/R, A/P and clerical tasks

Converting manual books to computerized 
Company B


Bookkeeper


2005 –
2005
Managed client data to generate financials and tax reports.
Company C 

Full Charge Bookkeeper
2002 – 2004

· A/P – Receive, review, authorize and process disbursements to vendors.

· A/R – Bill customers, apply receipts, control receivables.

· P/R – Calculate commission and hourly gross. Process salary using ADP.

· G/L – Review month end ledger, make entries and changes for financials.

· Inventory – Record received and sold. Schedule unit preparation and delivery.

· Benefits administrator – 401K, cafeteria, insurance, child support.

Company D

Bookkeeper


1997 – 2001

· Bookkeeping responsibilities through month end review.

· Rentals – Review rental property reports and process results into financials.

· All accounting was done by hand when started. Demonstrated to management that computers are better, and then converted processing to accounting software improving productivity.
Company E
Bookkeeper


1994 – 1997

· Bookkeeping responsibilities through internal financials.

· Equity payment tracking, and reporting for several equity lease properties.

Company F
Bookkeeper


1990 – 1993

· Bookkeeping responsibilities through internal financials for three companies.

Education and Training:

Word and Excel Update, Local Computer Consultants




QuickBooks Update, Local Computer Consultants and Science Museum of MN


Certificate in accounting, St. Paul, MN

Diploma in computers, accounting
References – see attached list

