
NAME
TITLE
000-000-0000 / EMAIL / CITY, STATE, ZIP

Profile Proin gravida nibh vel velit auctor aliquet. Proin gravida nibh vel velit auctor aliquet. Aenean
sollicitudin, lorem quis bibendum auctor, nisi elit consequat ipsum, nec sagittis sem nibh id
elit. Duis sed odio sit amet nibh ipsum.

Experience Part-Time Bookkeeper - Company / Location
MONTH YEAR - Present
● Maintain financial records, including invoices, records, and receipts for record keeping.
● Assist with bi-monthly payroll service to ensure that all employees are paid the correct

amount on time.
● Generate financial reports for the company owners to review and use to make business

decisions.
● Manage accounts receivable and payable to send out client invoices, track payments,

and follow up on past due amounts.

Payroll Specialist - Company / Location
MONTH YEAR – MONTH YEAR
● Process payroll in a timely fashion weekly for all employees while ensuring the amounts

are correct.
● Comply with all labor laws to ensure employees take breaks when necessary and don’t

work more than the legal limit per shift or week.
● File all payroll taxes with local, state, and federal agencies to ensure the company stays

in good standing.
● Maintained employee payroll records to ensure all information was up to date, including

address, bank account information, etc.

Project Experience
● Financial Chair: Acted as the financial chair for a sorority, where I handled all payments

of dues, bills for the house, and payments for all sorority expenses.

Education Bachelor’s Degree in Mathematics - NYU
MONTH YEAR
● GPA: 3.7
● AWARD
● AWARD

High School Diploma - PS
MONTH YEAR
● GPA: 4.0
● AWARD
● AWARD

Skills Expertise
● Microsoft Excel
● Google Sheets
● Great attention to detail
● 70 WPM
● QuickBooks
● Excellent written and verbal communication

Licenses &
Accreditations Licenses Licenses & Accreditations

● Microsoft Office Specialist (MOS)
● Certified Bookkeeper (CB)

https://quickbooks.intuit.com/
https://bookkeepers.com/free-classes/?nbt=nb%3Aadwords%3Ag%3A17570546384%3A146280667579%3A648192879581&nb_adtype=&nb_kwd=bookkeeper%20certification&nb_ti=kwd-216319574&nb_mi=&nb_pc=&nb_pi=&nb_ppi=&nb_placement=&nb_li_ms=&nb_lp_ms=&nb_fii=&nb_ap=&nb_mt=p&utm_campaign=Inbound-Sol8&utm_source=google&utm_medium=cpc&utm_content=648192879581&utm_term=bookkeeper%20certification&adgroupid=146280667579&gad=1&gclid=CjwKCAjwo7iiBhAEEiwAsIxQEZhxz-pspUj9_boXiAyFJLbM6vnwi5A0iKw6YzYRm-MsuI5ELjotDhoC4EAQAvD_BwE

