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SUMMARY OF SKILLS
· Two years’ work experience in accounting and bookkeeping, with goal to enrol in Certified General Accountants (CGA) Program of Professional Studies
· Advanced skills in accounts payable/receivable, general ledger maintenance, payroll, sales invoicing, and credit processing gained from co-op experiences
· Proficient in accounting software packages (ACCPAC, Simply Accounting, QuickBooks, and FileMaker Pro) and Microsoft Office products (Word, Excel, Project, and PowerPoint)

· Imaginative problem solver who is exceptionally organized and deadline oriented

· Self-motivated and able to work well both independently and as part of a team

· Extremely professional in both manner and appearance 

EDUCATION 
Candidate for Bachelor of Accounting and Financial Management, Co-op, University of Waterloo, Waterloo, ON, Sept. 20xx - present 

      Relevant Assignments:
      Cases Assignment, Corporate Finance Course, Sept. – Dec. 20xx



· Created comprehensive case study to analyse cost effectiveness of varying corporate financial decisions, as team project manager
Relevant Courses: Advanced Financial Accounting, Investments, Financial Statement Analysis, Cost Management, Derivatives and Risk Management
Awards:  Work Report Award, Faculty of Arts, 20xx 

WORK EXPERIENCE
Junior Accountant (co-op), Accounting Plus, Kitchener, ON, Sept. - Dec. 20xx
· Analyzed, calculated, and maintained monthly accounting records and journal entries for marketing department, using ACCPAC and QuickBooks 
· Co-administered payroll for more than fifty staff, using Advanti payroll system 
· Created spreadsheets in Excel to examine expenses and sales representatives’ claims
· Evaluated collections on 100+ past-due accounts and reconciled payment discrepancies
· Resolved customer billing and eligibility issues by reviewing previous invoices and credit notes 
· Made presentations to senior accountants, using MS PowerPoint 
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WORK EXPERIENCE CONT’D
Billing Coordinator (co-op), Sypruse Inc., Toronto, ON, Jan. - Apr. 20xx








· Reviewed and corrected accounting entries, using Simply Accounting; provided financial planning input and analysis; and generated reports
· Saved company more than $5,000 by locating unpaid bills and mislaid funds when reviewing accounting corrections 
· Promoted to supervise and train one co-op student on account reconciliations
Junior Analyst (co-op), Immigration Canada, Government of Canada, Ottawa, ON, Apr. - July 20xx
· Provided senior government officials with five 25-35 page reports on immigration trends, in accurate and timely fashion

· Performed statistical research and economic indicator calculations in MS Word and Excel

· Reorganized filing and maintenance of statistical documentation by introducing FileMaker Pro to staff and creating templates in Excel and Word
Customer Service Associate (part-time), Shoppers Drug Mart, Grand Bend and Waterloo, ON, Sept. 20xx - May 20xx
· Achieved highest annual average sales for Southwest Ontario region for two consecutive years 

· Performed basic bookkeeping duties during supervisor’s absence 

· Responded to customer inquiries and resolved concerns in professional manner

VOLUNTEER EXPERIENCE
Finance Intern, Ontario Ministry of Finance, Ottawa, ON, June - Aug. 20xx
· Co-conducted trade research, analysed business summaries, and wrote reports regarding federal funding programs and creating new opportunities for out-of-country businesses

· Presented findings on department financial position to groups of ten to seventy-five senior government officials and other student interns

ACTIVITIES & INTERESTS
University of Waterloo, Waterloo, ON

· Business and Investment Club, Sept. 20xx - present 

· Organize talks from individuals working in financial field 

· Present to groups of 10-100 students on further certification options in finance

· Orientation Committee Member, Federation of Students, Aug. 2003 - present

· Created marketing materials and presented on student life in student residences 

· Acappella Club Member, Sept. 20xx - Apr. 20xx
Enjoy team sports, playing violin, horseback riding
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