1025 Fox Avenue

Portland, Oregon 97292

(503) 855-2366

le64ledger@net.com 

Objective
Accounting Assistant

Qualifications
Payroll and Fund Accounting 

Payroll and personnel record keeping, calculation of pay, payroll       journalizing 

Familiarity with federal and state payroll regulations covering social security, withholding, and unemployment 

Understanding of governmental and not-for-profit fund accounting


Bookkeeping

Accounts Payable/Receivable, General Ledger, Sales Journals 

Billing, Account Reconciliations, Financial Statements

Inventory Control/Tracking


Cost Accounting 

Manufacturing environment emphasis in job order, process, joint and by-product costing, standard costs, budgeting, and analysis of variances


Computer Skills 

Peachtree, Quickbooks 2000, Excel, Word, WordPerfect, PC, Macintosh

Business Skills

10-key by touch (120spm), E-mail

Education
Associate of Applied Science in Accounting

Portland Community College, Portland, Oregon  June 2002


Office Assistant Certification


Office Tracks Business Institute, Seattle, Washington  1996

Experience
Administrative Assistant – XYZ Corporation, 1997 to present


Customer Service Representative – Adolphi, 1995 to 1997


Lead File Clerk – Wingnut Manufacturing, 1994 to 1995

References
Available on Request
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