


Your Name
RESUME


Personal Details
Name:	[Type here]
Address:	[Type here]
Phone number:	[Type here]
e-mail:	[Type here]
__________________________________________________________________________________
Summary
Personal Skills
· Excellent written and verbal communication skills
· Strong organizational and self-management skills
· Accurate and attentive to detail 
· Polite and professional manner
· Fast learner
· Willing to expand skills and knowledge and learn new systems
· Aware of the importance of confidentiality when handling employer’s and client’s business matters

Key Areas of Work Experience
Computers
· Microsoft – Word and Excel / Firefox, Chrome, IE / Outlook
· [Type here] Accounting Software
· Electronic filing systems
· Social media
Bookkeeping
· All aspects of debtors and creditors
· Banking and internet banking, bank reconciliations
· Month-end reports, and year-end preparations and reports
· Chart of accounts maintenance
· Journal entries
· Double-entry bookkeeping
· Petty cash maintenance
Payroll
· Downloading information from timesheets
· Processing weekly pay runs in accordance with payroll laws
· Printing of reports
· Making payments by due dates
· Filing and paying payroll deductions by due dates

Office Administration
· Fast typing and transcription abilities
· Logo, website and document designs and lay-outs
· Skilled in minute-taking, faxing, e-mailing, photocopying, scanning, filing, record keeping, and reports; mail opening and distribution
· Good handle on stationery ordering and office equipment maintenance
· Able to receive clients and other visitors, maintain a diary
· Booking of travel, accommodation and scheduling itineraries

Referees
1) Name of person – Name of Business or Club – Telephone Numbers
2) [Type here]
3) [Type here]
4) [Type here]

Interests  
1) Camping
2) Swimming
3) Reading
4) [Type here]


	
Employment Summary

	Employer
	Position
	Dates

	Name of current employer
	Bookkeeper
	2008 to now

	Name of previous employer
	Bookkeeper
	2005 to 2008

	Name of employer before that
	Bookkeeper Junior
	2003 to 2005

	Other
	Other
	

	
	
	




	
Education History

	Course
	Institute
	Year

	Bookkeeping Degree
	Name
	2002 to 2008

	Computer Course
	Computing institute
	Year

	High School Diploma
	Your high school name
	Year

	Other
	Other
	

	
	
	





	
Voluntary Positions

	Place
	Position
	Dates

	Name of club
	Treasurer
	Date

	Other
	Other
	

	
	
	

	
	
	




Employment History
	Name of Current Employer – 2008 to date
	Responsibilities (example)
	Maintain debtors – Invoicing, recording and banking payments, debt collecting
	Maintain creditors – Reconciling invoices with statements, payment of bills
	Data entry to Quickbooks Accounting software
	Present monthly reports to owners
	Other
	Other
	Other
	Other


	Name of Previous Employer – 2005 to 2008 (change these dates to yours)
	Responsibilities
	Other
	Other
	Other
	Other


	Employer before that – 2003 to 2005 (change these dates to yours)
	Responsibilities
	Other
	Other
	Other
	Other
	Other


[bookmark: _GoBack]Continue on listing more jobs if you did more.. and don’t forget to delete this sentence!
