	Your Name


	Address

City, State  ZIP 

Phone

Email

	Objective


	Full-charge bookkeeper for thriving rental and property management office..

	Summary


	Who are you? Why are you the best candidate?

	Education


	Undergraduate School

· degrees earned

· degrees earned

Graduate School

· degrees earned

· degrees earned

Vocational School

· certificates earned

· certificates earned

	Experience


	Job Title

Company Name   City  State  

Dates of employment

· Job responsibility/achievement

· Job responsibility/achievement

Job Title

Company Name   City  State  

Dates of employment
· Job responsibility/achievement

· Job responsibility/achievement

	Computer Skills
	· accounting software package

· productivity software package

· other software package

	Activities


	Civic Involvement

Professional Organization membership
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