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Address: 13, Cedar Street, New York, NY 56612
Telephone Number: 561 - 020 - xxxx
Email Id: marksimpson@example.com
Career Objective:
To begin my career as a bank clerk by working in an established organization where I get an opportunity to sharpen my accounting skills and acquire further knowledge in field of banking.
Key Skills:
· Thorough knowledge about the banking regulations, acts and guidelines
· Proficient with the nature, procedures and functioning of a banking system
· Excellent communication and customer service skills
· Competent with data management and record keeping tasks
· Superior multitasking skills with the ability to manage crisis situations
Work Summary:
Designation: Bank Clerk
Organization: ABC Bank, New York
Duration: October 2013 to till date 
Responsibilities:
· Keep a record of the several transactions processed by the bank on daily basis by posting accurate accounting entries in record books for every transaction
· Maintain the various accounts books such as journal, ledger and balance sheet and ensure accuracy within the contents
· Prepare weekly and monthly reports giving status details of every account
· File the support documents for reference
Designation: Bank Clerk
Organization: XYZ Bank, New York
Duration: March 2011 - September 2013
Responsibilities:
· Handle the transaction counter and process their transactions
· Respond to customer queries to inform them about the status of their transactions
· Draft letters/mails for customers for different reasons, such as facility promotion, account status update, payment reminder, warning for action against payment default etc
· Coordinate activities between customers & organization and different departments and personnel within the organization
Technical Skills:
· Proficient with the MS Excel, MS Word and accounting software of QuickBooks and Peachtree
Achievements:
· Awarded with Best students award from New York University in the year 2011
Association:
· Member of Moneywise - Bankers Association, New York since 2012
Educational Qualifications:
· Bachelor's Degree in Banking and Finance
New York University, 2011
Reference:
On request.


