 Junior Accountant Resume
Joe Grant
677, Main Street, 
Missouri, MO, USA
(123)-456 7440.
Objective:
To obtain a position as a junior accountant in a reputed firm and contribute to the growth of the firm through my work.
Experience Summary:
· Comprehensive knowledge of various accounting processes and activities

· Introduced work process that increased work productivity and received appreciation from senior members on the same

· Have experience in using QuickBooks extensively for accounting tasks
Professional Experience:
Junior Accountant, July 20XX to Present
ABC Accounting Services, Illinois

· Handled the complete accounting cycle, including opening, posting entries and closing of accounts and preparation of various accounting reports

· Handled tasks related to cash disbursement and cash reconciliation
Accounting Technician, July 20XX to August 20XX
JB & Associates, Illinois

· Handled accounts payable and accounts receivable

· Prepared sales invoices, refund and agency commission checks

· proofread and distributed various financial statements

· Took care of telephone inquiries and managed all written correspondence
Education
20XX - 20XX Steadman Management College, Illinois
· Completed a Bachelor's Degree in Commerce
References
Furnished upon request










