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JAMES CLARK
Accounting Technician

support@qwikresume.com

(123) 456 7899

Los Angeles

www.qwikresume.com

SKILLS

Financial Reporting

Account Reconciliation

Data Entry Accuracy

Budget Management

Invoice Processing

INTERESTS

 DIY Projects  Crafting

 Meditation  History

STRENGTHS

 Humility  Innovation

 Insightfulness  Integrity

LANGUAGES

80%

English

80%

Russian

80%

Spanish

ACHIEVEMENTS

Reduced processing time for
invoices by 30%, enhancing
operational efficiency.

Implemented a new accounting
software that improved reporting
accuracy by 25%.

PROFESSIONAL SUMMARY

Detail-oriented accounting professional with 7 years of experience in 
financial reporting, bookkeeping, and compliance. Proven ability to 
manage accounts and streamline processes for improved efficiency and 
accuracy.

WORK EXPERIENCE

 Jan / 2021-Ongoing



Accounting Technician
Pineapple Enterprises Santa Monica, CA

1. Prepared and submitted accurate financial statements and reports for 
management review.

2. Managed fund allocations and secured necessary approvals for financial 
transactions.

3. Established and maintained comprehensive accounts, ledgers, and 
financial documentation.

4. Ensured adherence to internal policies and external regulations for 
financial operations.

5. Collaborated with various departments to resolve financial discrepancies 
and provide support.

6. Identified and recovered nearly $100K in lost collections through diligent 
follow-up.

7. Streamlined accounting processes, resulting in a significant increase in 
departmental productivity.

 Jan / 2018-Jan / 2021



Accounting Technician
Lakeside Apparel Co Chicago, IL

1. Oversaw daily operations of the accounting department, managing a 
team of 8 employees.

2. Processed purchase orders and maintained budget compliance for all 
departmental expenditures.

3. Conducted employee training on accounting procedures and software 
usage.

4. Performed regular audits to ensure accuracy in financial reporting and 
compliance.

5. Generated daily and monthly financial reports for executive review and 
decision-making.

EDUCATION

 Jan / 2015-Jan / 2018



Associate of Applied Science in Accounting
University of Phoenix Toronto, ON

Focused on financial accounting principles, tax preparation, and auditing 
techniques.
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