John Doe


6722 South 22nd Street ~ Terre Haute, In. 47804
Home Phone (xxx) xxx-xxxx ~ Email jdoe@verizon.net
O  B  J  E  C  T  I  V  E

 Accountant Clerk
A position as an active employee, involving responsibility and working with others as a team member to achieve advancement and growth for the company.
Q  U  A  L  I  F  I  C  A  T  I  O  N  S
· Extensive experience in responsible Accounts Payable, Receivable and billing positions, consistently assumed increased responsibilities.
· Strong skills in leadership; ability to quickly build relationships, establish trust, train people of all levels to achieve their potential while attaining corporate objectives.  
· Professionalism, positive attitude, dedicated to excellence, and exceptional ability to communicate effectively with senior management, associates, and customers.
· Devoted Accounts Payable/Receivable clerk.
· Efficient with accounting package software.
W  O  R  K    H  I  S  T  O  R  Y
2002-2009: A/P-A/R-Biller Atkins Accounting, Olney, Illinois 
1998-2002: A/P-A/R-Biller Johnson and Samuals, Olney, Illinois 
1991-1998: Receptionist/Cashier Drew Downings Tax Service, Chicago, Illinois
1985-1991   Accounts Payable
· Enter invoices
· Reconcile bank statements
· Make sales, luxury and county tax payments
· Financial reporting
· Credit collections 
· Review and monitor encoding
· Maintain collections data
                         Accounts Receivable 

· Print monthly A/R Statements
· Record money due for receivables
· Follow-up phone calls on past due invoices
· General Journal entries
· Enter into accounting
· Analyze Data
· Reviewing documents for accuracy

E  D  U  C  A  T  I  O  N
A.A. Business, 1972 
School of Business, Chicago, Illinois 
Tax Accountant Computer Proficient: Windows XP, ect...
