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CAREER OBJECTIVE

Recent college graduate with a BA in Business Administration and Finance Concentration as well as administrative and customer service background eager to launch a successful accounting and/or finance career with a progressive organization that recognizes employee drive, dedication and integrity with merit-based opportunities for professional growth.
PROFESSIONAL EXPERIENCE
Company Name - City, ST






          2003-Present
General Clerk/Support Staff

· Actively supported daily operations of a high-volume medical clinic, with accounting related responsibilities including managing accounts receivable and maintaining vital financial records.
· Demonstrated strong planning, coordination, organizational, and prioritization skills in scheduling client appointments, verifying benefits eligibility, maintaining client charts, and managing multi-line phone operations.

· Relied upon by practice physicians to support quality patient treatment as an English/Vietnamese translator.

Name of Company - City, ST


                                          2000

Customer Service Advisor

· Concurrent with academic pursuits, maintained employment with major retailer, demonstrating commitment to achieving goals.

· Applied dynamic communication skills by serving as liaison between customers and automotive mechanics.
· Delivered repair estimate presentations both on site and via phone, advised clients on parts and service selection, and troubleshot customer service issues.

· Cost-effectively maintained and procured parts inventory.

· Managed detailed paperwork in support of daily operations.

EDUCATION

Name School, City, ST
BA, Business Administration/Finance Concentration, 2003

ADDITIONAL SKILLS

Proficient in Microsoft Office, Access, QuickBooks Pro, and Visual Basic.Net, 10-key

Bi-Lingual, English and Vietnamese
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Date

Hiring Agent Name

Title

Company Name

Address

City/State/Zip Code

Dear__________________:

I am currently seeking a challenging career opportunity in an entry-level Accounting and/or Finance capacity and am submitting my resume for your review.  In advance, thank you for your time and consideration.

As demonstrated in the accompanying resume, I have recently completed a BA in Business Administration with a Finance Concentration.  In addition to hands-on academic training in accounting and financial practices, I offer practical experience in bookkeeping, financial/accounting records management and administrative support.  To complement these qualifications, I am proficient in computer operations and accounting software applications.
As an employee, you will find me to be a driven team player committed to supporting you in achieving your objectives through superior performance.  I am confident that I could be a valuable asset to your firm, and look forward to interviewing with you in the near future so that I may have the opportunity to prove this to you in person.

Sincerely,
Name O. Client
