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email@example.com
Professional Summary
Conscientious Assistant Finance Manager who works well in various public and private business environments. Adept at applying generally accepted accounting principles including financial statement analysis and the timely preparation of financial documentation. Specialize in account management procedures.
Core Qualifications
• Wide range of account management experience in private and public sectors
• Profound knowledge of data analysis procedures
• Ability to maintain client confidentially
• Solid understanding of corporate financial operations
• Ability to use financial software to prepare various reports and track data
• Capable of meeting narrow deadlines while maintaining quality standards
• Excellent oral and written communications skills
Experience
Assistant Finance Manager

9/1/2006 - 3/1/2008
New Parkland Financial Solutions Ltd.

New Parkland, CA
• Managed client accounts and responded to inquiries.
• Resolved client issues and maintained updated client database.
• Prepared daily weekly and quarterly financial reports.
• Assisted with internal and external audits.
• Implemented and updated financial policies.
Assistant Finance Manager

5/1/2008 - 6/1/2010
ABC Corporation

New Parkland, CA
• Resolved billing issues with suppliers.
• Prepared required annual corporate filings and SEC documentation.
• Supervised accounting office staff and trained new hires.
• Prepared financial statements and complex client invoices.
• Ensured that all applicable state and federal regulations were followed.
Assistant Finance Manager

8/1/2010 - Present
New Parkland Insurance Company

New Parkland, CA
• Handled account receivables and prepared monthly and quarterly reports.
• Worked to resolve accounting and finance issues in a timely manner.
• Reviewed financial documentation to ensure accuracy.
• Made necessary adjustments to invoices and tracked customer payments.
• Prepared detailed spreadsheets and monthly financial statements.
• Coordinated with other departments to ensure consistency.
Education
Bachelor of Science - Finance

2006
University of California

New Parkland, CA
