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	Technically skilled person with extensive experience in bookkeeping. Capable enough to prepare financial statements with complete accuracy. Adept at managing payroll and payroll of staff. Proficient in using accounting software for different processes related to accounting. A bright and sharp minded person who is known for his integrity and hardworking.
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Objectives
My objectives are to:

· To secure a job position as a full charge bookkeeper in an established company. 
· Seeking the bookkeeping job position to work in a challenging environment. 
· Looking for a company that can provide me with the environment where I can work to learn and to polish my skills
· To work as an independent worker in any company where I can take decisions regarding bookkeeping independently and can respond to all the challenges faced by me during my work.
·  To boost my analytical and reporting skills

Experience
Company name, Location
Dates From-To
My key roles in this job are:
· To keep an eye on accounting transactions
· To prepare financial statements and finance reports
· Produce financial summaries of the whole month
· Verifies the purchase orders of the company
· Maintain assets of the company 
· Helps co-workers in budget preparation 
· Analyse the financial data and prepares the financial reports based on the data
· To complete end closings of the month
· To manage all the accounts of the company and to process monthly payroll
Company name, Location
Dates From-To
This is the place for a brief summary of your key responsibilities and accomplishments.
Education
School Name, Location, Degree
You might want to include your GPA here and a brief summary of relevant coursework, awards, and honors
Technical skills:
· Excellent knowledge of many complex computer bases software to process different accounting details. 
· Strong written and verbal communication skills
· Outstanding skills to maintain the inventory 
Core competencies:
· Ability to solve problems
· Can manage confidentiality 
· Attention to details 
· Best organisational and planning skills
· Extensive knowledge of different techniques related to accounting 
· Skilled in dealing with several accounting processes simultaneously
[bookmark: _GoBack]
Communication
You delivered that big presentation to rave reviews. This is the place to showcase your skills.
References
Reference Name, Company
Contact Information
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