
BRUNO C. BUSINESS
______________________________________________________________________________________________________________________________

123 Broadway Lane
         San Mateo, CA 94402                bruno@work.com                (650) 375-5555

OBJECTIVE: Position as a Junior Accountant, Accounting Assistant or related position.
HIGHLIGHTS OF QUALIFICATIONS
· 1.5 years of experience and education in accounting related work. 

· Competent and experienced in using QuickBooks and Peachtree software. 

· Skilled at journalizing transactions, categorizing accurately.

· Certificate, Accounting Assistant II program, expected completion – December 2008.

· 5 years of customer service experience.

· Strong aptitude for numbers. Achieved 98% accuracy rating in calculations.   

· Hard working, honest and very reliable.
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SUMMARY OF EXPERIENCE
Accounting Skills

· Used Quick Books to set up initial books – including general ledger, accounts payable, accounts receivable, payroll, trial balances, financial statements and closings -- for three small businesses (fictitious). 

· Used MS Access to create database for CSM Social Science Department experiment.  Generated forms and reports and visually displayed data. 

· At Longs, balanced daily transactions and logged data into custom software program.  

· Used MS Excel to design spreadsheets which tracked daily and monthly department sales and expenses.  Analyzed data and made cost-cutting recommendations resulting in a savings of 10%. 

· Produced monthly financial statements and bank reconciliations. 

· Made daily bank deposits.

· Skilled at calculating interest rates, discount, financial statements and ratios. 

· Excellent 10-key by-touch –  212 key strokes per minute. 

Customer Relations Skills 

· 5 years of customer service experience.  Skilled at answering customer questions, creatively resolving problems, and effectively dealing with difficult customers. 

· At Comcast Cable, quickly and accurately updated customer records electronically.   Noted questions or problems solved. 

· Processed 30 customer queries per hour – establishing a department record for speed and efficiency.   

EDUCATION
2006-Present

Certificate, Accounting Assistant II 
College of San Mateo, San Mateo, CA





(expected completion December 2008)

EXPERIENCE
2004-Present

Lead Sales Assistant 



Longs Drug Store, Foster City, CA
2000-2003


Shipping & Receiving Assistant

Loew’s, San Carlos, CA 

1998-2000


Customer Service Representative

Comcast Cable, San Francisco, CA

