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Accounting Clerk
Telephone  |  Email  |  Street Address, City, ST ZIP Code
Objective
[bookmark: _GoBack]My objectives are:
· To work in such an environment where I can utilize my all skills and abilities.
· Seeking a job position of an accounting clerk to manage the large accounting system of the company.
· To work in such an environment where I can perform my duties well and can learn at the same time.
· To provide assistance in designing payrolls, budgets and other financial reports.
Experience
	Company Name, Location
My key roles in this job are:
· To prepare and maintain the accounting documents.
· To handle large computerized accounting system of the company
· To verify and post the details related to transactions being carried out each day
· To complete the procedures and steps to be taken at the end of the closing month
· To help my colleagues in the preparation of the budget.
· To prepare bank account deposit files.
· To provide all the possible clerical support to the accounting department of the company
· To implement new procedures for account receivables.
	Dates From—To

Skills & Abilities
· Adept at performing general clerical and administrative duties well
· Can organize the reports of inventory
· Can input and maintain the financial and other related reports
· Can prepare payroll related documents.
· I have excellent knowledge of MS Office and Oracle
Core competencies
· Strong analyzing skills
· Excellent verbal and written skills.
· Proficient in English.
· Analysis of the problem faced by account department.
· Efficiently prepares perfect financial reports without any error.
Education
	School name, location, degree
You might want to include your GPA here and a brief summary of relevant coursework, awards, and honors
	Years From—To

Communication
You delivered that big presentation to rave reviews. This is the place to showcase your skills.
Leadership
Are you head of the condo board, or a team lead for your favorite charity? This is the perfect place to let everyone know
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