Acconting Bookkeeper Resume Example
.
Full Name
[Street, City, State, Zip] | [Phone] [Email Address]
BOOKKEEPER
Career Profile
Professional bookkeeper, with thirteen solid years’ experience in various areas of accounting/bookkeeping, including payroll processing, payment transactions, taxes, financial statements, bank transactions, cash flow, annual reports, invoicing, budget, and ledgering.

· Also worked as project manager on a variety of accounting projects, utilizing strong client rapport, effective office administration skills and multi-tasking.
Objective Statement – Desire to join a reputable firm and improve their financial stability through professional bookkeeping.
SUMMARY OF QUALIFICATIONS
· Accounting software

· MS Office (Excel, Word, Power Point)

· Quick Books

· Office and HR administration

· Bank account management including Balance Sheet Reconciliations.

· Cost allocations

· Billing
Key Strengths:
· Highly flexible

· Strong presentation skills

· Proven aptitude in problem-solving
PROFESSIONAL EXPERIENCE
TRT Corporation         Pitman, NJ                         2002 – Present
Bookkeeper 

Main Functions
· Completed variety of bookkeeping functions and accounting projects such as, payroll tax returns, payroll processing, accounts payable and receivable, financial ledger, profit and loss and annual statements.

· Provided front office services – Answered queries and interacted with other employees.
Professional Interaction:
· Managed all transactions of firm in conjunction with outside parties.

· Assisted financial managers in budget preparation by overseeing accounts.

· Assisted employees in understanding their salary dispersement.
Documentation and Database:
· Maintained records of account payables and receivables on behalf of the firm, which, in turn, assisted the payroll department in distribution of salary.

· Documented all financial entries of firm in notebooks and ledgers for the accounting year.

· Documented departmental spending and prepared budget accordingly.
Other Key Contributions:
· Prepared accounts and forecasts per client request to be presented at the annual budget meetings.

· Prepared analysis reports using different statistical tools such as time series analysis and time graphs, in order to understand current market trends.
EDUCATIONAL QUALIFICATIONS
Certification from AIPB (American Institute of professional bookkeepers)        2000

Atlantic Cape Community College            Mays Landing, NJ                1996 – 1998
A.A.S., Associate degree in Accounting
