
Jane Doe
Senior Bookkeeper

Certified Senior Bookkeeper with 10+ years running full-cycle bookkeeping and account reconciliation for 20+ small-business clients.

Delivers financial reporting across recurring monthly engagements, with a record of reducing client accounting costs by 25% and

closing month-end 40% faster.

example@example.com 123-456-7890 New York, USA

example.com linkedin.com/in/example example.com

EXPERIENCE

Senior Bookkeeper Jan 2016 - Present

DEF Bookkeeping Services New York, USA

Delivers accounting and advisory services to individuals and small businesses.

• Managed full-cycle accounting for 22 recurring clients, generating $190K in annual
recurring revenue for the firm.

• Processed 150+ individual and small-business tax returns annually, achieving a
zero-audit record across five seasons.

• Forecasted cash flow and budgets for 22 clients, improving working-capital
planning ahead of each monthly close.

• Standardized cloud accounting for 12 clients, cutting monthly turnaround by 35%
and eliminating duplicate data entry.

• Reduced month-end close time by 30% by streamlining approval and payment
workflows.

Bookkeeper Jan 2010 - Dec 2015

ABC Accounting Firm New York, USA

Maintained financial records and client accounts for a growing small-business
practice.

• Administered accounts payable and accounts receivable for 15 clients monthly,
cutting posting errors by 40%.

• Reconciled general ledger balances monthly, accelerating month-end close from 10
days to 6.

• Processed biweekly payroll for 120 employees, maintaining a 100% on-time filing
record.

• Automated recurring journal entries in QuickBooks, reducing manual data entry by
30% and saving 8 hours weekly.

• Trained 4 junior associates on double-entry standards, improving accuracy by 25%.

PROJECTS

Accounting System Implementation Jan 2018 - Dec 2018

Project Manager

Implemented a new accounting system for a small business, resulting in a 25%
reduction in accounting costs and a 30% increase in efficiency

QuickBooks Xero

SKILLS

Bookkeeping

Account Reconciliation

QuickBooks

Accounts Payable

Accounts Receivable

Payroll Processing

General Ledger

Financial Reporting

Tax Preparation

Budgeting

EDUCATION

Associate's Degree
in Accounting
Jan 2005 - Dec 2007

New York University

New York, USA

Accounting GPA: 3.8/4.0

LANGUAGES

English Native

CERTIFICATES

Certified
Bookkeeper
Jun 2015

American Institute of
Professional Bookkeepers

Certified Bookkeeper (CB)
certification

QuickBooks
Certified
ProAdvisor
Mar 2017

Intuit

Intuit QuickBooks
ProAdvisor certification
(Online and Desktop)
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