John Doe

1552 North Street

Detroit, MI  48201

Home:   (313) 555-1234

Cell Phone:   (313)222-5678

Internet Address:  jdoe@aol.com

 

Career Objective

Accounts receivable position utilizing my work experience in payroll, collections and receivables.

 
Education

Bachelor of Science, Wayne State University
    
                           1998

Major - Accounting and Finance 

Coursework included financial, managerial and cost accounting, information systems and health care administration.

As a senior project, designed a new bookkeeping system for the largest fraternity on campus.

Maintained 3.0 GPA while working 20 hours per week. 

Seminars attended 

DMC Clinical Information Systems 

Lawson Information System

Wayne State Leadership Center – The Seven Habits of Highly Effective People 

 

Work Experience 

Detroit Medical Center, Detroit, MI
                  January 2000 – January 2003

Accountant 

 

Organized and implemented new payroll system for large medical system, resulting in faster and easier production of weekly paychecks. 

Placed follow-up calls to delinquent account holders with 90% success (payment) rate. 

Handled angry clients and their families in a professional manner. 

Generated information for and proofread annual report. 

Demonstrated initiative by volunteering for special assignments – Lawson and clinical information system (computer systems) implementations.

 

Frontier Communications, Inc. 

                     May 1998 – December 1999

Accounting Specialist

 

Researched tax information for corporate accounts that resulted in revenue of $100,000 for the company.

Worked with 25 corporate clients with billings over $½ million to review and respond to monthly billings. 

Received a Director Commendation for reducing response rate by 20% on a major international corporate customer. 

John Doe

(313) 555-1234
Worked on the Y2K computer project to ensure telephone customers did not have disruption of service.  

Started as intern while in college and hired full time upon degree completion.

 
Software and Skills

Profit and loss statements, general ledger, payroll, computerized accounting (Lawson), accounts receivable, accounts payable, and bank reconciliation. 
Resume is provided for job seekers who need a resume format.  This is not the required format at the DMC.
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