
Jane Doe
Lead Bookkeeper

janedoe@email.com
123-456-7890
New York, USA
janedoe.com
linkedin.com/in/janedoe
janedoe.com/portfolio

Skills

• QuickBooks

• Xero

• Excel

• Financial Reporting

• Accounts Payable

• Accounts Receivable

• Bank Reconciliation

• Payroll

• Budgeting

• GAAP Compliance

• Team Leadership

Languages

English Native

Spanish Fluent

Education

Bachelor of Science 2008 - 2012

University of California, Los Angeles
Los Angeles, USA

Accounting GPA: 3.5/4.0

Certificates

Certified Bookkeeper (CB) 2015

American Institute of Professional
Bookkeepers
Certified Bookkeeper designation,
demonstrating expertise in bookkeeping,
accounting, and financial management

Summary

Detail-oriented Lead Bookkeeper with 8+ years of experience
managing full-cycle accounting for firms with up to $40M in

annual revenue. Combines hands-on team leadership with
strict GAAP compliance, having cut month-end close time by

30% while directing a team of 3. Skilled in QuickBooks, Xero,
and Excel, with a strong record across financial reporting,
accounts payable, accounts receivable, payroll, and bank

reconciliation. Improved budgeting accuracy and reduced
operating costs by 15% across two firms.

Experience

Lead Bookkeeper Jan 2018 - Present

ABC Accounting Firm New York, USA

Lead a team of 3 bookkeepers managing full-cycle accounting, month-
end close, and statement preparation for 40+ small-business clients.

• Directed a team of 3 bookkeepers across 40+ client accounts,
cutting month-end close time by 30% through standardized
workflows

• Streamlined financial reporting in QuickBooks and Excel,
delivering balance sheets and cash-flow statements to
management 25% faster

• Reconciled bank and credit-card accounts monthly, resolving
$180K in discrepancies and lifting reconciliation accuracy to 99.8%

• Managed accounts payable and accounts receivable for 40+
clients, reducing outstanding balances by $220K within 12 months

• Overhauled the budgeting process and enforced GAAP
compliance, lowering client operating costs by 15% and passing
100% of audits

Senior Bookkeeper Jun 2015 - Dec 2017

DEF Accounting Services Los Angeles, USA

Managed accounting records, payroll, and monthly reporting for a
portfolio of 20 small-business and nonprofit clients.

• Executed bi-weekly payroll for 120+ employees across 20 clients,
achieving 100% on-time, error-free payment runs

• Consolidated 15 client books onto Xero, cutting weekly data-entry
time by 20 hours and eliminating duplicate entries

• Prepared monthly financial statements and reconciled 300+
transactions, improving reporting turnaround by 20%

• Trained 4 junior bookkeepers on accounts payable and accounts
receivable workflows, boosting team productivity by 15%

• Analyzed monthly variances against budget and flagged $90K in
cost savings for client management
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