Your Name
OBJECTIVE: An accounting or administrative position where I can use my expertise in assisting management, controlling expenses, and forecasting.

Summary of Qualifications:
· Knowledge and progressive experience in bookkeeping including A/R, A/P, P/R, and G/L through internal financial statements.

· Computer skills include accounting software, spreadsheets, and word processing.

· Knowledge and experience using Peachtree, Quickbooks, Excel, and Word.

· Interpersonal and customer service skills.

· Knowledge in inventory control.

· Work well in an office with ability to multi-task.

· Organizational, problem solving, and analytical skills.

· Good written and verbal communication skills.

· Detail oriented, creative, conscientious, hard working. 
· Experienced in training and supervising.
· Bookkeeping, office supervision, administrative, and benefits background.

Professional Experience:
Company A

Bookkeeper


2005 – 2005

Company B In Edina

Full Charge Bookkeeper
2002 – 2004                                   
Company C

Bookkeeper


1997 – 2001

Comp D 




Bookkeeper


1994 – 1997

Company E located in St. Paul


Bookkeeper


1990 – 1993

Education:


Excel and word update, Barber Computer Consultants


2005
Certificate in accounting, Local College, St. Paul, MN

Diploma in computers, National Business Institute, Omaha, NE

