
Fiscal Assistant

ROBERT SMITH

Phone: (123) 456 78 99 
Email: info@qwikresume.com

Website: www.qwikresume.com
LinkedIn:

linkedin.com/qwikresume
Address: 1737 Marshville Road,

Alabama.

Objective

To be associated with a progressive organization that can provide a dynamic work sphere to 
extract the inherent skills as a professional, use and develop the aptitude to further the 
organization's objectives and also attain career targets in the progress.

Skills

Photoshop, Quickbooks, Excel, Powerpoint, Word, After Effects, Payroll, Filing.

Work Experience

Fiscal Assistant
ABC Corporation  July 1998 – July 1999 
 Prepare and reconcile for daily deposit; cash, checks and credit card receipts from the retail 

operations and various campus organizations.
 Maintain petty cash and replenish the cash supply as needed for the registers.
 Verify and reconcile petty cash expenditures and receipts.
 Process, maintain and report payroll for up to 15 people.
 Verify, as checks are written, that all disbursements are coded correctly.
 Analyze, reconcile and import all financial activity, from the POS system in the bookstore, into

the Accufund accounting system.
 Process, analyze and maintain all accounts receivable for the bookstore through the AR 

system.

Fiscal Assistant
ABC Corporation  1997 – 1998 
 Monitor and conduct fiscal activities.
 Reconcile and process all general revenue, Including travel, p-card reconciling Maintain grant 

balances order research supplies for various research labs Research account problems 
through records.

 Corrects and verifies all grant records.
 Post grant awards To various files via computer terminals.
 Monitor and conduct fiscal activities, reconcile all general revenue, and process
 This is Dummy Description data, Replace with job description relevant to your current role.
 This is Dummy Description data, Replace with job description relevant to your current role.

Education

A.A.S. in Accounting - 1995 (Pennsylvania College of Technology)
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