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PROFESSIONAL SUMMARY

Motivated financial clerk with two years of experience in

managing financial records and transactions. Skilled in

maintaining accuracy, processing invoices, and ensuring

compliance with financial regulations. Aiming to contribute to a

forward-thinking organization that values precision and effective

financial management.

WORK EXPERIENCE

 Apr / 2024-Ongoing



Financial Clerk

Quantum Solutions LLC Phoenix, AZ

1. Managed attendance calendar and ensured timely vendor

payments.

2. Processed invoices, receipts, and maintained accurate ledgers.

3. Issued checks to clients based on approved service requests.

4. Answered calls and directed inquiries to appropriate staff

members.

5. Scheduled appointments according to branch protocols.

6. Received and organized client paperwork, ensuring

completeness.

7. Instructed applicants on necessary documentation for

eligibility reviews.

 Apr / 2023-Apr / 2024



Financial Clerk

Cactus Creek Solutions Phoenix, AZ

1. Prepared financial deposits and accounted for donations

efficiently.

2. Collected and verified various forms of payments, ensuring

accuracy.

3. Endorsed checks and filled deposit slips while maintaining logs

for daily transactions.

4. Assisted the accounting department with reconciliations and

audits.

5. Handled Accounts Receivable and Payable, ensuring timely

financial reporting.

6. Conducted daily revenue audits, identifying discrepancies

swiftly.

EDUCATION

 Apr / 2022-Apr / 2023



Associate of Science in Accounting

Springfield Community College Santa Monica, CA

Focused on financial reporting, bookkeeping, and accounting

principles.

SKILLS

Financial Reporting

10

Data Analysis And Management

7

Communication And Coordination

8

Analytical Skills

7

Data Analysis

7

Financial Statements

10

INTERESTS

 Gaming  Fashion

 Film  Technology

STRENGTHS

 Fairness  Flexibility

 Forward-thinking  Gratitude

LANGUAGES

80%

English

80%

Arabic

80%

French

ACHIEVEMENTS

Streamlined invoice processing,

reducing payment delays by 20%.

Improved accuracy in financial

reporting, leading to a 15% decrease in

discrepancies.

Successfully managed vendor

relationships, ensuring timely

payments.
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