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Address, Zip
Phone No., Mobile, Fax, Email Address
Staff Accountant Resume Objective Statement
To obtain a Staff Accountant position that will enable me to perform my bests using my mathematical, numerical, accounting and analytical ability for the betterment of the organization.
Work Experience
[Job Title]
[Company details], [Location]                                  2003 – present
Main Responsibilities
· Prepared financial statements related to accounts receivable and bills payable for the firm
· Maintained the accounts and ledgers of a firm with in the finance department, being aware of all the accounting rules, regulations and financial standards
· Recorded transactions pertaining to salary of employees and finances in the proper books of accounts
· Assisted the human resources department in generating the employee payroll and salary accounts
· Analyzed and prepared the financial budgets of the firm
· Held responsibility for administrative tasks such as production of forms and maintaining billing schedules
· Held meetings and discussions with the clients to manage their financial matters relating to taxes, properties etc
Key Skills, Strengths and Qualifications
· Basic knowledge of computers
· Good analytical and calculation skills
· Excellent knowledge of accounting terms, standards, policies
· Ability to work under high stress situations
· Bachelors of science in accounting
· Certified degree in accounting from a recognized body(CPA)

