	Name
XXXX Thefirststreet Street, Sudbury ON PXX XXX
(705) XXX-XXXX & xxxxxxxxxx@yahoo.ca  
	· 

	

	Office Admin
Bilingual, organized and customer-oriented individual with a wealth of various office related experience such as accounting, administration and data entry. Computer-literate with a vast knowledge of software programs such as AccPac, MS Access, MS Excel and MS Word. Bringing the additional qualifications to the position: 
· Data Base Applications – Financial Accounting courses, West Nipissing University 

· Excel, Windows, Lotus, PowerPoint, Word, Quickbooks courses, Academy of Learning 

	

	Professional Office Skills & Abilities 
Accounting – Bookkeeping – Data Entry – Mail Processing 

	· Administering accounts payable and receivable; payrolls 
· Calculating and prepare cheques for payrolls and for utility, tax and other bills 

· Processing, verifying and recording financial documents and forms

· Resolving work-related problems and preparing and submitting reports 

· Identifying training needs and training workers in job duties and company policies 

· Requisitioning of  supplies and materials 

· Keeping financial records and establishing, maintaining and balancing various accounts using manual and computerized bookkeeping systems 

· Receiving and registering invoices, forms, records and other documents for data capture 

· Inputting data into computerized databases, spreadsheets or other templates using a keyboard, mouse, or optical scanner, speech recognition software or other data entry tools 

· Importing and/or exporting data between different kinds of software 

· Verifying accuracy and completeness of data 

· Identifying labeling and organizing electronic storage media 

· Maintaining libraries of electronic storage media
· Receiving, processing, sorting and distributing incoming and outgoing mail, faxes, messages and courier packages manually or electronically

· Keeping address databases, producing personalized mailings; addressing and stuffing envelopes

· Printing and photocopying material

· Weighing outgoing mail, calculating and affixing proper postage and bundling by postal code

	

	Employment History

	Processing Clerk, Return Agency, Sudbury ON
	2007 – 08 

	Payroll Admin, Number One Office, Sudbury ON
	2000 – 08 

	Bookkeeper, We Serve You, Sudbury ON  
	1996 – 99 

	Data Entry Clerk, Typing Express, Sudbury ON 
	1990 – 96  
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