SARAH JAMES
21 ABC Road   •   City ABC   •   State ABC   •   12345   •   000-555-1234

CAREER OBJECTIVE
A challenging accounting opportunity with a well-established organization in the private sector
EXPERIENCE
	
	

	1986 - present
	XYZ Manufacturing, City XYZ, State XYZ

	
	Assistant Controller

	
	

	
	Accounting responsibility for a major manufacturing firm with $10 million in annual sales.  Prepare budgets and financial statements and analyze payables and receivables.  Reconcile and audit payroll information and remit benefit plan premiums monthly.

	
	

	
	Managerial responsibilities include recruiting, training, disciplining, rewarding and evaluating a staff of eight.  Responsible for establishing performance criteria and training programs.

	
	

	
	

	May, 1984 - May, 1986
	ABC Pharmaceuticals, City ABC, State ABC

	
	Senior Accountant

	
	

	
	Supervised cashiers, payroll technicians and junior accountants for an organization with $5 million in annual sales.  Managerial responsibilities involved training and supervising a staff of five.

	
	

	
	Reduced administrative overhead through streamlining office procedures; led to annual department savings of $60,000.  Duplicated processes were eliminated and staff efforts were focused on value-added procedures.

	
	

	
	

	1980 - 1984
	ABC Property Management, City ABC, State ABC

	
	Accountant

	
	

	
	Remitted monthly and annual payroll information for an organization with 200 staff and an annual payroll budget of $6 million.  Participated in the centralization of payroll services.  Prepared payroll tax returns.


EDUCATION
	
	

	1976 - 1980
	University XYZ, City XYZ, State XYZ

	
	Bachelor of Commerce, Accounting



PROFESSIONAL AFFILIATIONS
	
	

	
	· Certified General Accountant

	
	· Certified Managerial Accountant

	
	· Certified Financial Planner

	
	· American Institute of Certified Managerial Accountants

	
	· National Association of Accountants


TECHNICAL KNOWLEDGE & SKILLS 
	
	

	Accounting
	· Income Tax Act

	
	· Inventory Analysis

	
	· Cost Accounting

	
	· Cash Flow Analysis

	
	· Account Reconciliation

	
	

	Computer Applications
	· Microsoft Office

	
	· AccPac

	
	· SQR Workbench

	
	· MS Crystal Reports

	
	· PowerBuilder 5.0


OTHER INFORMATION
	
	

	Marital Status:
	Married

	Place of Birth:
	City ABC, State ABC

	Language(s):
	English

	Mobility:
	High

	Health:
	Excellent


