	
	
	
	
	
	
	
	
	

	
	[Your Name]
Bookkeeping Clerk
Address, City, ST ZIP Code | Telephone | Email
Website: writeresume2.org

[bookmark: _GoBack]A flexible and motivated bookkeeping clerk with experience of more than 10 years in the field of finance. Able to manage and solve the problems related to bookkeeping. Capable enough to take right decisions on right time. Very experienced and adept at handling bank accounts of the corporation. Proven record for organizing and analyzing everything with complete insight.
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	Education
Degree | Date Earned | School
Major: Click here to enter text
Minor: Click here to enter text
Related coursework: Click here to enter text
Degree | Date Earned | School
Major: Click here to enter text
Minor: Click here to enter text
Related coursework: Click here to enter text
Degree | Date Earned | School
Major: Click here to enter text
Minor: Click here to enter text
Related coursework: Click here to enter text
Degree | Date Earned | School
Major: Click here to enter text
Minor: Click here to enter text
Related coursework: Click here to enter text
	Work experience:
I have worked in top three organizations with more than 500 employees. My experience has grown to a much higher level while working with people from a diverse background. The major roles that I have performed at the positions include 

· To prepare sales invoices and other various types of invoices
· To manage the credit cards and bank deposits of the company
· Manage bank accounts and credits of the company 
· To manage starting and ending month closings
· To oversee and manage the account receivable and payables
· To assist in preparation of monthly and yearly clients’ statements
· To manage financial paper work of the company and to perform data entry duties
· To play different types of roles in transitions
· To manage and oversee the records of the file
· To help other staff members in processing of the payroll

	

	
	Core Competencies:
· Skilled in handling account payable and receivable
· Excelled in compilation of report
· Able to prepare statements based on profit and loss
· Preparation of deposit slip
· Designing cash receipts and expenditure
· Able to think analytically
· Flexible in behaviour and adaptable in any type of environment
· Strong communication and organisational skills
· Can meet the deadlines due to the timeliness

	Job Title | Company | Dates From - To
This is the place for a brief summary of your key responsibilities and most stellar accomplishments.
Job Title | Company | Dates From - To
This is the place for a brief summary of your key responsibilities and most stellar accomplishments.

Technical skills:	
· Excelled in QuickBooks, Word and Excel
· Skilled in using Peachtree and many other bookkeeping packages

	

	
	
	Reference
Will be furnished on demand.
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