
Emily Chen
Audit Bookkeeper

emily.chen@email.com 123-456-7890
New York, NY emilychen.com
linkedin.com/in/emilychen emilychen.com/portfolio

Summary
Highly skilled Audit Bookkeeper with 5+ years of experience in financial data
analysis, auditing, and financial reporting. Proven track record of identifying
and implementing process improvements, resulting in increased efficiency

and accuracy.

Experience

Senior Bookkeeper
ABC Accounting Firm • New York, NY • Jan 2018 - Present

Responsible for leading a team of bookkeepers in preparing and reviewing
financial statements, identifying and correcting errors, and ensuring compliance
with accounting standards.

• Analyzed financial data to identify trends and areas for improvement, resulting
in a 25% reduction in accounting errors

• Developed and implemented a new accounting process that increased
efficiency by 30%

• Collaborated with auditors to ensure compliance with accounting standards,
resulting in a 95% audit satisfaction rate

• Trained and mentored junior bookkeepers, resulting in a 50% increase in team
productivity

Bookkeeper
DEF Bookkeeping Services • Los Angeles, CA • Jun 2015 - Dec 2017

Responsible for preparing and reviewing financial statements, reconciling
accounts, and ensuring compliance with accounting standards.

• Prepared and reviewed financial statements for clients, resulting in a 99%
accuracy rate

• Reconciled accounts and identified and corrected errors, resulting in a 20%
reduction in accounting errors

• Collaborated with clients to understand their financial needs and provided
recommendations for improvement

• Assisted in the implementation of a new accounting software, resulting in a
40% increase in efficiency

Education

Bachelor of Science
University of California, Los Angeles • Los Angeles, CA • Jun 2015

Accounting • GPA: 3.5

Certificates

Certified Bookkeeper (CB)
American Institute of Professional Bookkeepers • Jan 2018

Certified bookkeeper with expertise in financial data analysis, auditing, and
financial reporting.

Skills
• Financial Data Analysis • Auditing

• Financial Reporting

• Accounting Software

• Time Management

• Team Leadership

Languages
English • Native

Spanish • Fluent

Strengths

Attention to Detail
Highly skilled in identifying and
correcting errors, with a 99%
accuracy rate.

Analytical Skills
Able to analyze financial data to
identify trends and areas for
improvement, resulting in a 25%
reduction in accounting errors.

Hobbies
Reading

Hiking

Awards

Bookkeeper of the Year
American Institute of
Professional Bookkeepers

Jan 2020

Awarded for outstanding contributions
to the field of bookkeeping.

References

Jane Doe, Manager

Supervisor

jane.doe@abcaccounting.com

John Smith, Partner

Colleague

john.smith@defbookkeeping.com
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