Simple  Accounting Resume
	Your Name 
1234, XXXX Street, 
Carlisle, MA 01741, 
(123)-456 7890. 

OBJECTIVE: 
Seeking a position as an Accounting Assistant where extensive experience will be further developed and utilised. 
SELF-ASSESSMENT: 
· Detail-oriented, efficient and organized professional with extensive experience in accounting systems. 
· Possess strong analytical and problem solving skills, with the ability to make well thought out decisions. 
EXPERIENCE: 
Glen Dara Construction Co., Cambridge, MA      2000 – Present
Accounting Assistant 
· Performed accounts payable functions for construction expenses. 
· Managed vendor accounts, generating weekly on demand cheques. 
Stonepark Web Design Inc., Boston, MA      1997 – 2000
Accounting Assistant 
· Managed accounts payable, accounts receivable, and payroll departments. 
· Generated budgets and forecasts on a quarterly basis and presented to the management team. 
Lancer Industries, Copley, Boston, MA      1995 – 1997
Administrative Assistant 
· Performed general office duties and administrative tasks. 
· Prepared weekly confidential sales reports for presentation to management. 
EDUCATION: 
BS in Computer Science: 
Boston College, Boston, MA     1999 – 2001

BS in Accounting
Boston University, Boston, MA     1992 – 1995

COMPUTER SKILLS: 
Microsoft Word, Excel, Access, PowerPoint, Outlook Express, Microsoft Windows XP and Microsoft Office XP Professional. 




