Sample Entry Level Accounting Resume Template
Alison Blacksmith,

13, Baker House,

Baker Street

Lancashire

PR7 2AA

Mobile Number: 44 0909 7878

Telephone Number: 01478 987021
Career Objective
To enhance my existing skills and achieve experience in all areas of accounting and financial services. To understand the intricacies of the accounting field by way of actual hands on experience and dealing with daily accounting problems. Improve my existing knowledge of accounting and financial routines.
Educational Background
A.S in Accounting, 2007
Work Experience

2008-Present: Accounting Assistant, Prague Associates (Temporary Position)
 
Responsibilities
· Maintaining daily accounts

· Completing ledgers, cash accounts, cash book, Bank book

· Reconciliation statements

· Maintenance of records and updates

· Preparing IT returns
2007-2008: Accounting Intern, Fairview Associates
Responsibilities
· Data entry

· Book keeping

· Administrative duties like attending queries on phone, filing invoices and bills

· Computer maintenance
Skills
Good command over basic accounting principles

Meticulous in maintaining accounting records, receipts, payments

Bank Reconciliation Statement

Basic knowledge of taxation

Proficient in MS Word and MS Excel,

Good command over basic accounting software package

Fluent in English and Spanish
Achievements
· Good data entry speed

· Book keeping

· Bank Reconciliation Statements prepared
