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Professional Profile I am an experienced and talented Bookkeeper. I am capable of handling a large 
amount of transactions and keep a detailed log of them without missing 
anything. I believe it is important to have 100% accuracy in preparing books for 
the accountants, to avoid problems further down the line. I am very dedicated 
and honest, and have a great head for numbers.
 Knowledgeable.
 Sensible and practical.
 Approachable and 

Friendly.
 Focussed and attentive.

 Highly organised.
 Confident.
 Friendly.
 Flexible.
 Adaptable.

Professional 
Qualifications.

HND in Finance.

Work History January 2010 - Present
Bookkeeper, Office World, London
Working in this large office as a Bookkeeper it was my duty to process all the daily 
transactions that were made within the office such as ordering supplies, the company 
income and staff wages. It was important to make sure that this was always 100% 
accurate so that no problems would arise when it came to taxartion.

January 2008- January 2010
Bookkeeper, Kevins Office Emporium, London.
As a Bookkeeper in this large high street furniture showroom it was my duty to ensure 
that the books were kept in good order detailing all transactions that took place daily 
such as when furniture was sold, returned for a refund, and all al details of suppliers 
paid. This was required for tax. I was also responsible for keeping a general ledger that 
showed all transactions for stock keeping purposes.

January 2007 – January 2008
Bookkeeper, Venus, London
Working for this large national electronics retailer as a Bookkeeper saw me dealing with 
thousands of transactions daily via an electronic system. It was my duty to marry 
records of sales to customers records to ensure that the purchases were logged against 
the company bank account. I was also responsible for creating the income statement to 
show exactly what of the income was profit or loss, and where the company was 
standing financially.

Education GCSE 10xA Grades including English, Maths and Science.
Londonberry Comprehensive School
London
2001

References References are available on request, or in writing to the above previous employers.
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