[Your Name]
[Full-Charge Bookkeeper or Bookkeeper] · [QuickBooks Online, Xero or both] · [Industries you serve, e.g. construction and retail]
[City, State] · [email@example.com] · [(555) 555-0100] · [LinkedIn or portfolio URL]
SUMMARY
[Bookkeeper with N years keeping books for (one business or N clients) in (industries). Handle (AP, AR, payroll, sales tax, reconciliations, month-end) in (software). One promise you keep (e.g. books reconciled by the (Nth) of every month).]
SKILLS
Software: [QuickBooks Online or Desktop, Xero, Gusto or ADP, Bill.com, Dext or Hubdoc, Excel: the posting's platform first]
Bookkeeping: [Bank and card reconciliations, AP and AR, payroll, sales tax returns, 1099s, job costing, catch-up and cleanup work]
Reporting: [Monthly P&L and balance sheet, AR aging, cash-flow summary, year-end package for the CPA]
EXPERIENCE
[Bookkeeper or Full-Charge Bookkeeper], [Company or your own practice]
[City, State or Remote] · [Mon YYYY] – [Present]
1. [Keep books for (N clients or one company) with (annual revenue range or headcount), reconciling (N accounts or transactions) each month by (day)]
1. [Run (weekly or biweekly) payroll for (N employees) and file (payroll, sales or use tax) returns (on time record, penalties avoided)]
1. [Cleaned up or caught up (N months) of (uncategorized transactions, unreconciled accounts) in (weeks), so (the CPA, lender, owner) could (file, close a loan, decide)]
1. [Changed a routine (collections, bill approval, receipt capture) and moved (days to collect, late fees, hours per month) from (before) to (after)]
[Previous title, e.g. Accounts Payable Clerk], [Company]
[City, State] · [Mon YYYY] – [Mon YYYY]
1. [Processed (N bills or invoices) a month for (business type), with (accuracy or approval result)]
1. [Set up (classes, job costing, chart of accounts, bank rules) so the owner could see (profit by job, spending by category)]
1. [Handled (vendor questions, customer statements, receipts filing) for (N vendors or customers)]
SOFTWARE CERTIFICATIONS
[QuickBooks Online ProAdvisor, Level 1 or 2], [Intuit], [YYYY]
[Xero Advisor certification], [Xero], [YYYY]
[Certified Bookkeeper (AIPB) or NACPB certification, if held], [YYYY]
EDUCATION
[Accounting or bookkeeping certificate, or associate degree], [School], [YYYY]
