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Account Coordinator
Address, City, ST ZIP Code | Telephone | Email
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An account coordinator with experience of 16 years can manage the multiple tasks assigned to him simultaneously. Target oriented and passionate person who is always driven towards his targets. Able to provide the seamless customer services to the customers of the firm. Recognised for using the effective coordination methods in the firm. Dedicated to maintain the activity of accounting across the country.

	
My key objectives are:
· To work as a national leader
· To handle all the accounts of the organisation 
· To expand the scope of the business by giving best recommendations
· To work for the good will of the firm 
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	Work experience:
I have worked as accountant in ABC Corporation from September 2011 to date
My key roles in this job are
1. Handling the communication with the clients of the firm and meeting them on regular basis to provide them complete assistance
2. Performing all the activities that are assigned
3. Training the employees working at the entry level of their career and assigning the tasks to them based on their competencies
4. Assisting the firm in making business plans and marketing strategies
5. Keeping complete coordination with the department of logistics to ensure that the project is being delivered on time
6. Instructing the whole team about dealing with the clients of the firm

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.

	Education
DEGREE | DATE EARNED | SCHOOL
Major: Click here to enter text
Minor: Click here to enter text
Related coursework: Click here to enter text

Core competencies:
· Experienced in dealing with the clients of the firm
· Able to handle the complex situations and to train the other staff members in dealing with such situations with positive attitude
· Adept at working with the limited number of resources and man power and generating the maximum output
· Able to handle multiple tasks simultaneously 
· Excellent communication skills
· Have strong skills of time management

	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
Technical skills:
· Proficient in the use of many applications based on the principles of accounting and many operating systems

	

	
	Communication
You delivered that big presentation to rave reviews. Don’t be shy about it now! This is the place to show how well you work and play with others.
	

	
	Management
Think a document that looks this good has to be difficult to format? Think again! To easily apply any text formatting you see in this document with just a click, on the Home tab of the ribbon, check out Styles.
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