 Adrienne Accountingforyou


	516-797-6110
	
	999 Equity Place

	Email: accountingforyou@aol.com
	
	Moneyville, NY 11758


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

· Knowledge of the accounting cycle, functions, terminology and daily business operations.

· Ability to complete all assignments with accuracy and efficiency.

· Ability to use accounting software to input and extract data.
EDUCATION:

Will graduate in June 2004 from Massapequa High School, Massapequa, NY.  

I have developed the following workplace competencies:

	Critical Thinking Skills:
	· Analyzed case studies of companies to determine how to maximize profits by increasing revenue and minimizing operating costs.

· Designed Excel workbook to record personal spending/saving habits and establish a budget. This six week project identified my financial style and helped to assess my net worth. Personal Revenue, Expenses, Assets, Liabilities, Owners Equity, and Profit were compared with those of a business.



	Communications Skills:
	· Created and presented a PowerPoint presentation to my accounting class about the steps critical to preparing the six column worksheet.    



	Using Resources:
	· Using the Internet I researched careers in accounting to determine the best accounting field I should pursue in my post-secondary education.

· Frequently used the following resources in my class to broaden my knowledge of accounting and the business world:  Corporate annual reports, The Wall Street Journal, Fortune, Smart Money and Entrepreneur magazine.



	Team Work and Leadership Skills:
	· Trained other students to work in the “Trading Post” School Store. Duties include assisting customers, daily cash receipts, deposits, and inventory.



	Time Management Skills
	· Successfully met deadlines for accounting assignments, reports, data entry and statement analysis throughout the school year while working approximately twenty hours per week.



	Computer Skills
	· Utilized the following software programs in completing the accounting projects:  Microsoft Word, Excel, PowerPoint, Internet and general ledger entry programs.

	Accounting

Terminology and 

System Skills 
	      Achieved a grade of “A” in my Accounting 1 class:

Accounting Equation

Bank reconciliation

Profit and Loss

Financial statements

Revenue and Operating Costs

Adjusting and closing entries.

Payables and Receivables
Types and forms of Business

Liabilities

Internal controls

Ethics in Business

Loans and Interest

Journal entries

Stocks, Mutual Funds, CD’s



	Learning from the Experts
	· Introduced to real-world concepts by guest speakers who are local business owners from Massapequa.

· Interviewed Sherri Madden, CPA of Madden Accounting about her day to day accounting activities as a small business owner and prepared a CPA profile.



	Workplace Experience
	· Accounting Intern, Madden Accounting, Melville, NY. July 2003 to June 2004.  Duties include:  filing, data entry, making copies, and researching.

· Bank Teller, Commerce Bank, Massapequa, N.Y. September 2002 to July 2003 Completed thirty-hour training program and performed teller functions 

· Job Shadowing, Cablevision Corporation, Bethpage, NY. August 2002. Observed daily procedures and tasks for Accounts Payable supervisor. 








