Name



236 St. George Street  

Moncton, NB   E1A 1A1

(506) 000-0000


  





                         Job Objective:









           Accounting Clerk / Bookkeeper
Highlights

· Successfully completed the Business Technology Program in Accounting

· Solid knowledge of Simply Accounting / MS Office / Word / Excel

· Experience in both small business and as part of a financial department

· Bilingual – English and French

· Dedicated to getting the job done thoroughly, accurately, and on time

· Always ready and eager to learn!

Professional Experience

Accounting / Bookkeeping

· Prepared and posted daily cashbooks into the accounts receivable module 

· Created invoices and credit memos as requested by managers

· Printed up various reports and monthly statements

· Reconciled bank statements, and recorded monthly adjusting entries

· Prepared daily deposit of revenue for the Receiver General of Canada

· Performed all aspects of payroll system for small business

· Set up manual books for new small business and later converted to Simply Accounting

Administration / Office

· Organized and maintained office for small consulting business

· Trained several employees for accounts receivable and paycheque distribution duties

· Compiled a Reference Manual to facilitate training of accounts receivable duties

· Created a variety of spreadsheets and entered data in Excel

· Typed, proof-read, edited and wrote reports, letters and other documents as required

· Scheduled client appointments; co-ordinated and facilitated meetings

Client Services

· Served as contact person for revenue finance related issues for Area Offices

· Gathered information from clients and government agencies for project reports
· Answered telephone inquiries and referred people to contacts and available resources

· Presented information sessions to committee groups as a director on the board of a non-profit organization

Work History

	Accounts Receivable Clerk


	Fisheries & Oceans Canada

Moncton, NB


	1999 - 2000

	Bookkeeper /  Office Co-ordinator


	Malenfant Environmental Inc.

Moncton, NB


	1998

	Bookkeeper


	Data-Tax Plus Accounting Services Inc.

Moncton, NB


	1996

	Hotel and Restaurant Assistant


	Lasqueti Island Hotel and Resort

Lasqueti Island, BC


	1993 - 1994

	Board Director


	Entre Nous Femmes Housing Society

Vancouver, BC


	1992 - 1993

	Resource Person


	Society Promoting Environmental

Conservation (S.P.E.C.)


and

Vancouver Status of Women

Vancouver, BC
	1990 - 1991


Education
	Business Technology – Accounting

(Graduation: June 2000)


	NBCC – Moncton

Moncton, NB
	1996 - 1998

	Engineering Forest Technology


	British Columbia Institute of Technology

Vancouver, BC
	1991 - 1993



