JANE JOBSEEKER

206-123-4567  (  someone4987@gmail.com

Objective:     Accounting Clerk 

Strengths:  Cash Handling – Working with the Public 
Summary of Qualifications

· Associates degree candidate, Accounting.  Graduation date:  August 2012.  GPA 3.9
· Excellent oral and written communication skills.  Proficient with English.  Independent and self directed. Conveys information clearly and effectively through both formal and informal documents.  
· Positive, dependable, and effective. Commended by supervisors for doing high quality/quantity work. 
· Organized: Organizes, prioritizes and coordinates multiple activities and tasks.  Takes pride in the detail, accuracy and precision of transactions and work performed.  Uses technology and tools to aid efficiency.

· Works well with others: Commended for ability to work as a team member as both a student and employee.

· Problem solver: Solve problems with minimal supervision with creativity, ingenuity and within company policy.
· Computers: Proficient: Excel, Word, Outlook, Access, Quicken, Quickbooks. Exposed to databases/Peachtree.
Knowledge & Skill Areas

	· Office Management

· Payroll

· Reception

· Purchase Order Receiving
	· Month End Reports

· General Ledger Entry of Receipts

· Accounts Payable Invoice Coding

· Cash / General Ledger Reconciliation
	· Bank Deposits & Cash Handling

· Coding/Keying.  10 Key by touch

· Accounts Payable 

· Inventory Reconciliation


Education 

Associate of Technical Arts (ATA), Accounting.  Expected Graduation:  August 2012
Edmonds Community College, Lynnwood, WA.  

GPA: 3.9

Relevant classes: Accounting I & II ( Purchase Orders, Month End reporting, General Ledger, Cash Handling, Bank Deposits and Reconciliation, Accounts Payable and Receivable); Federal Income Tax Preparation;  Business Communications; Advanced Excel; Project Management; Computer Classes (Excel, Word, Access, Quicken),
Experience

Student Assistant, Financial Aid Department, Edmonds Community College, Lynnwood, WA
2010 – Present

Provide support to the financial aid department by ensuring all student paperwork, mail and department cash is processed each day.  Communicate internally with Registration and other departments who hire students on Work Study funding.  Research and clarify discrepancies with financial aid awards. Do coding and keying, create reports in Excel and resolve student problems.

Relevant expertise listed in the Summary of Qualifications includes:

· Oral and Written Skills: Serves as front-line customer service to students. Answers questions. Completes forms.

· Organized: Part of a 5 person team that processes and reconciles financial aid claims for 2200 students.

· Problem Solver: Use knowledge of financial aid process, accounting and people skills to resolve money issues. 

· Office Management / Reception: Awarded President’s “Bravo Award” for providing outstanding service.

· Month End Reporting: Help Manager prepare and submit periodic state and federal financial reports.

· Coding: Use Excel to enter and reconcile student awards. Calculate remaining balances and rectify discrepancies.

Cashier/Courtesy Clerk (P/T), Safeway, Everett, WA
2003– 2007*

Accurately processed cash and credit card payments for 100+ customers a day.  Repeatedly had a balanced till.  Graciously and efficiently handled returns and resolved problems with a minimum need for escalation to management.

Relevant expertise listed in the Summary of Qualifications includes:
· Working with the public: Awarded Employee of the Month twice in 12 months for outstanding customer service 
· Organized:  Worked with initiative, energy and effectiveness at all times, especially during rush periods.

Homemaker/Care Taker, Edmonds, WA
*2007 – 2010
	Community Health Center of Snohomish County is an Affirmative Action/Equal Opportunity Employer.

	Accounting Clerk

	Location:

Administration

Position Schedule:

Temporary



	Job Summary

	The Accounting Clerk provides primary support to the Accounting department by ensuring all mail and clinic cash is processed each day. This position communicates with the patient accounts department as well as clinic front office staff regarding clarification of any discrepancies for cash related items. Other functions include the coding and keying of accounts payable invoices, accounts payable and cash filing. May be asked to provide other related accounting support as needed.

	Minimum Qualifications

	Knowledge, Skills and Abilities
• Reads, speaks, understands and writes proficiently in English. 
• Independent and self-directed.
• Ability to work in a team environment.
• Organizes, prioritizes, and coordinates multiple activities and tasks.
• Works with initiative, energy and effectiveness in a fast-paced environment. 
• Produces work in high quantity and quality.
• Problem-solves with creativity and ingenuity.
• Proficiency in the use of Microsoft Office applications; Word, Excel and Outlook.
Education
• High school graduate or equivalent.
• Associate’s degree with an emphasis in Accounting or in lieu of degree, a combination of equivalent education and work experience.
Experience
• Customer service related experience working with the general public (1 year).
• Microsoft Excel experience.

Other:• Driver’s License with the State of Washington
• Motor vehicle insurance liability policy, a certificate of deposit, or a liability bond to the required limits.
Job Specific Functions/Performance: 
1. Prepares clinic deposits, which includes counting the cash and credit cards payments, matching them to the NextGen batch reports, and preparing the bank deposits.
2. Prepares the mail deposits, which includes coding and scanning of checks into the Bank check scanner.
3. Prepares the mail and clinic cash packets for further processing by Patient Accounts and Payroll Coordinator into the NextGen Patient database and Great Plains accounting system. 
4. Completes the daily bank deposits by going to the local Wells Fargo branch.
5. Prepares accounts payable invoices by coding and keying them into an excel spreadsheet for further processing by Account Payable Coordinator into the Great Plains accounting system.
6. Files accounts payable and cash receipts in a timely manner.
7. Assisting the accounting department during budget and audits.
8. Assist the accounting department as needed.

	
	 

	    


