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SUMMARY OF QUALIFICATIONS

* Over three years of experience working in
accounting field

-I_Experiencecl in processing various types of accounts
payable transactions using preset imaging software

* Hands on experience in ensuring accurate general
ledger posting and responding to vendor queries

* In depth knowledge of acting as back up to all
accounting unit functions

* Working knowledge of Microsoft Office applications

SPECIAL SKILLS

-I_F'rofir:ient in excel spreadsheets and popular

accounting software

« Team oriented with high attention to detail

» Ability to deal effectively with month end closing
deadlines

* Detail oriented

» Exceptional organizations skills

V' How to Write a GV for an Accounting Assistant
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