ACCOUNTING CLERK

Calie Thomson 
45, Clark Street
Geneva, NewYork,46500.
(864)08977.



OBJECTIVE:
Achieve assistant accounting position in a reputed firm that offers ability to develop my skills and experiences. 

QUALIFICATIONS:
· 3-4 years experience in accounting field. 

· Excellent communication knowledge like hardware, programming and networking. 

· Self-motivated; implemented decisions and set valuable priorities to achieve both urgent and durable goals. 

· Improved personality, having dealt with experts, clients, and team members. 

EXPERIENCE:
Montrose Accounting, NY.

Accounting Assistant:
· Verify purchase orders and invoices. 

· Solved areas where their were problems. 

· Prepare, scrutinize, and maintain computerized bills payables and receivables. 

· Observe accounting system for domestic software companies. 

· Implemented a billing system to maintain satisfying relations with clients. 

· Also worked as troubleshooter. 

· Designed an employee cash checking center within company. 

Accounts Receivable/Payable Clerk:
· Maintained Accounts Receivables And Accounts Payables. 

· handled outgoing communications by fax, word document, and mails.

Robert Half finance & accounting, NY.
Accounting Assistant: 
· Generated income statements, general ledger, checks and reports. 

· Deposited monthly rent checks. 

· Maintain books of accounts. 

EDUCATION:
Bachelor in Cost and Works Accounting, New York University. 

COMPUTERS:
Proficient in Microsoft Word and programming languages like JAVA, .NET. 

