




Sample Resume

OBJECTIVE
Professional Bookkeeper with 13 yrs of experience supporting CEO / Owners within environments such as: Manufacturing, Financial, and Agriculture.  

EXPERIENCE
ABC Company - Dallas, Texas 




July 2000 – April 2004
Bookkeeper 
Full Charge Bookkeeper for a Legal Software Developer 

Kept track of company on QuickBooks.

Responsible for AP, AR, Payroll, Quarterly payroll reporting, 401K, Insurance benefits, etc.

Responsible for daily cash reports, budgets, and financial reporting.

Clerical duties included answering phone, typing letters, e-mail, collections.

Special Projects as requested.
XYX Company – Dallas, TX 





May 1997 – June 2004

Office Manager/ Bookkeeper 
Kept track of company and personal finances using Quicken and QuickBooks for an installations company and company owner.

Responsible for AP, AR, Payroll, Customer service, and Computer maintenance.

Performed full charge bookkeeping, financial reporting for three companies.

Set up and maintained telephone system, computer system and networking issues. 

Made financial decisions regarding purchases, audit inventories, and supervised two people.

Clerical duties including answer phone, open mail and distribute, typing letters, e-mail kept up-to-date, collections.

Duties include bank deposits and general ledger through financial reports
EDUCATION
Brookhaven Community College

Associates in Accounting

SKILLS

Proficient in 10-key by touch, QuickBooks, Time Matters, MAS 90, Lacert, Accubooks, MS Word, MS Excel, MS WordPerfect, MS PowerPoint, Windows NT2000, Fat Cow (specialized software), Works, Dac Easy, Peachtree, 60 WPM, Certified Notary.
