Bee N. Counter


	(631) 666-5588
	
	750 Herman Avenue

	Email: beancounter@optonline.net
	
	Your city, state and zip code


WHAT I HAVE TO OFFER YOUR COMPANY for the position as an Accounting Clerk. 

· Ability to analyze a variety of business transactions

· Working knowledge of Peachtree Accounting Software 

· Highly organized, motivated and detailed oriented 

EDUCATION:

Will graduate in June 2004 from Valley Stream North, Franklin Square, NY.    I have developed the following workplace competencies:

	Basic Skills:


	· Successfully completed all levels of the following Regents Exams:

· English

· Math A & B

· Biology, Chemistry (Currently enrolled in Physics)

· American History and Global History

·  Currently enrolled in Public Speaking and Business Law 



	Team Work and Leadership Skills:
	· President of the Class of 2004 (10th grade to the present)

· Member of National Honor Society, 2002

· Career and Technical Education Honor Society Member, 2002

· Worked with my partner in creating a Business from beginning to end in Computers for Business


	Communications Skills:
	· Created a 20-slide Power Point presentation on the business I created to the Computers for Business Class.



	Computer Skills:
	· Obtained MOUS Certification in the following areas:  Excel, Word and Power Point

· Utilized Peachtree Accounting in College Accounting

· Familiar with MLS Stratus Program



	Social Responsibility Skills:
	· Work with the Junior High School Homework Club as a volunteer tutor

· Member of SADD

· Work with the National Literacy Program



	Time Management Skills
	Successfully completed the Peachtree Accounting Simulation within the 7 day time frame.



	Workplace Terminology and System Skills
	· Prepare Journal Entries

· Prepare Closing Entries

· Maintain Accounting records

· Analyze monthly transactions

· Prepare Financial Statements



	Workplace Experience
	· Intern, Joseph E. Fox, CPA, Franklin Square.  Currently Intern 10 hours per week.  Work on entering A/P invoices and payments into Peachtree for several clients.

· Receptionists, Century 21, Summer 2002 and 2003.  Responsible for assisting sales agents in determining the availability of residential property.  Filing sales agreements and entering listing into the system.

· Babysitter, the Key and Smith Families, 2001- Present.  Duties Include:  Entertaining, Reading and helping kids with their homework.  Also, ensured that they were fed and put to bed at the instructed time. 








