© skiLLs

Financial Software Proficiency
o 6 6 6 6 6 0 0 O

Email Management
® 6 6 6 06 06 06 0 O

Document Preparation
e 6 6 06 06 0 O

Inventory Management
e 6 6 6 6 0 0 O

Phone Etiquette
e 6 6 06 06 0 O

@ INTERESTS

O Community ¥ cooking
Service

J3 Dancing O Meditation

@ STRENGTHS

@ Accountability

LANGUAG ES

000

English Italian Arabic

€ ACHIEVEMENTS

& Implemented a new filing system
that increased efficiency by 30%.

& Streamlined payroll processes,
reducing errors by 15%.

% Coordinated the successful launch
of a new administrative software,
enhancing productivity.

HENRY WALKER

Asst. Business Office Clerk

£ support@qwikresume.com ‘. (123) 4567899 9 Los Angeles

@  www.qwikresume.com

e PROFESSIONAL SUMMARY

Results-focused professional with 5 years of experience in
business office operations and administrative support. Adept at
managing financial documents, coordinating communications,
and ensuring compliance with policies. Aiming to leverage
strong organizational skills to enhance office efficiency and
contribute to team success in a dynamic environment.

e WORK EXPERIENCE

Asst. Business Office Clerk
Pineapple Enterprises

& Apr [ 2021-Ongoing
X Santa Monica, CA

1. Coordinated campus-level Human Resource and Benefits
activities to optimize staff support.

2. Managed the distribution of employee benefits updates,
ensuring timely communication.

3. Served as the Payroll Administrator, maintaining accurate
payroll records.

4. Monitored employee leave requests and maintained
compliance with policy.

5. Reconciled daily bank deposits and managed Accounts
Payable efficiently.

6. Ensured accurate coding for invoices and matched them with
appropriate orders.

7. Collaborated with the Financial Aid Department to facilitate
timely posting of disbursements.

Business Office Clerk
Cactus Creek Solutions

£ Apr [ 2020-Apr [ 2021
X Phoenix, AZ

1. Acted as a liaison among management, staff, and patients to
enhance service delivery.

2. Managed non-medical patient care aspects, including
registration and chart preparation.

3. Checked patients in and out, scheduled appointments, and
processed payments efficiently.

4. Organized student records and monitored overdue payments
effectively.

5. Collaborated with faculty to address student concerns and
improve satisfaction.

6. Generated weekly financial reports, improving transparency in
accounts.

3 EDUCATION

Associate of Applied Science in e AP/ _Apr/
Business Administration 2019 2020
Springfield Community College

Studied business principles, office management, and
administrative practices.

X Phoenix, AZ
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