Entry Level Finance Clerk Resume
Robin Price
1 Main Street, New Cityland, CA 91010

Home: (555) 322-7337 | Cell: 000-000-0000

example-email@example.com
Professional Summary
Highly competent and trustworthy Finance Clerk with exceptional PC proficiency and high level of accuracy. Adept time manager and committed team member. Efficient and effective in finance and administrative operations.
Core Qualifications
	· Data entry

· Payroll

· Accounts payable and accounts receivable

· Time management abilities
	· MS Office

· Detail-oriented

· Excellent communication and interpersonal skills

· Organized


Experience

Finance Clerk

2/1/2009 - Current
Hinkman Industries

New Cityland, CA
· Monitor office supplies and requisition new materials as needed.

· Review and verify employee travel expenses.

· Formulate payroll and enter into CheckMark Payroll Software.
Finance Clerk

3/1/2006 - 2/1/2009
Richmond & Sons Roofing

New Cityland, CA
· Prepared batches of invoices for data entry.

· Maintained updated vendor files and file numbers.

· Completed calculations for employee benefits and salaries.
Finance Clerk

7/1/2004 - 3/1/2006
Aldrich Moving Company

New Cityland, CA
· Processed and recorded payments and prepared checks for mailing.

· Received and verified invoices and requisitions.

· Cross-checked the validity of transactions against company policies and procedures.

Education

Associate of Arts - Accounting

2004
NCL Business Institute

New Cityland, CA
