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PROFESSIONAL SUMMARY

Dedicated Revenue Clerk with 2 years of experience in managing revenue processes and ensuring compliance with

financial regulations. Proficient in data entry, report generation, and customer service. Adept at reconciling accounts and

maintaining accurate financial records. Committed to enhancing operational efficiency and providing exceptional service

to clients and stakeholders.

WORK EXPERIENCE

 Mar / 2024-Ongoing



Revenue Clerk

Seaside Innovations Santa Monica, CA

1. Executed essential clerical tasks, including filing, copying, and customer service interactions.

2. Assisted the public in understanding and reinstating licenses.

3. Adapted to diverse client needs, coordinating documentation for licenses and IDs.

4. Maintained a professional demeanor while enhancing customer service standards.

5. Promoted teamwork through consistent attendance and support for colleagues.

6. Redesigned office procedures to improve overall efficiency.

7. Ensured compliance with office protocols while managing inquiries.

 Mar / 2023-Mar / 2024



Revenue Clerk

Lakeside Apparel Co Chicago, IL

1. Managed billing files for multiple clients, ensuring accuracy and timely updates.

2. Addressed taxpayer inquiries regarding vehicle registrations and fees, providing detailed information.

3. Handled cash collections and performed audits on daily revenue streams.

4. Conducted physical inspections of revenue collection points to ensure proper funds management.

5. Identified and resolved discrepancies in pending payments and documentation.

6. Organized and filed revenue receipts systematically for easy access.

EDUCATION

 Mar / 2022-Mar / 2023



Associate of Science in Accounting

State Community College Toronto, ON

Focused on financial accounting principles, bookkeeping, and revenue management.

SKILLS

Office Equipment Operation

9

Document Transmission

8

Document Duplication

9

Payment Processing

8

ACHIEVEMENTS

Reduced processing time for revenue reports by 15% through improved workflow.

Achieved 98% accuracy in revenue data entry and reconciliation tasks.

Streamlined filing system for revenue receipts, improving retrieval time by 30%.
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