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Possessed 10 years of varied experience as a Secretary and as a Cash Office 
Assistant. Diligently worked as a Secretary-Bookkeeper while maintaining accurate
and up to date files.

AUGUST 2003 – JUNE 2006
LEAD CASH OFFICE ASSISTANT - ABC CORPORATION

 Used accounting software to record, store, and analyze information.
 Verified the accuracy of billing data and corrected any errors.
 Compiled and maintained financial records.
 Debited, credited, and totaled accounts on computer spreadsheets and 

databases.
 Prepared journal entries for monthly bank activity.
 Responsible for the nightly reconciliation of the cash tills, the safe, audits, cash 

pickups, deposits, and cash register loans.
 Supervised the front end of the grocery store while the supervisor tended to 

more pressing issues.

1999 – 2003
CASH OFFICE ASSISTANT - DELTA CORPORATION

 Recorded, processed, verified, adjusted, and maintained records of financial 
transactions for the store Analyzed and maintained daily deposit bags, .

 Count large amounts of cash with machine counter and by hand Balanced 
deposits Run checks and coupons Data entry Working on Wal-Mart intranet.

 Counted cash from the previous days work, deposit, made up tills for the next 
business day, manage money Skills Used reading, writing, computation.

 Assisted staff with counting money Collected money from the bank Documented
staff on receipt of money.

 Count and balance cash/ set up daily bank Process, balance, and record all sales
( check for irregularities) Process and maintain petty cash.

 Responsible for counting cashier tills and inputting information into the store 
sales system.

 Counting and balancing the store safe as well as all store reports for the day.

EDUCATION

Diploma - (South Sioux City High School)
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SKILLS

Accounts Payable, Payroll, Customer Service, Account Reconciliation, Inventory 
Management, Invoicing.
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