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Seeking an Accounting Clerk Position

About one year of accounting experience

Strong accounting education background having completed CGA Level 4
Proficient in Microsoft Office software and familiar with accounting software such as QuickBooks, Simply Accounting, MyOB and Efile with a typing speed of 60 wpm
Excellent verbal and writing communication skills; fluent in English and Mandarin

Ability to work under pressure, eager to learn, attention to detail and flexible

Dedicated team player who carries out individual duties to a high standard

RELEVANT EXPERIENCE & EMPLOYMENT
STIM Electronic Contract Manufacturing, Toronto                           July 2012 - August 2012
Accounting Clerk
Prepared files, Excel Reports and worksheets for service calls on new projects/customers

Prepared bi-weekly and monthly reconciliation for time sheets, credit cards and bank accounts

Accounts Payable-posted all invoices, processed bi-monthly check runs, prepared government remittances, prepared checks
Accounts Receivable-Prepared all invoices, deposits and maintained collections

Reconciled A/P with supplier accounts and recommended appropriate corrective actions

Performed administrative duties such as ordering supplies
Fulfilled accountant duties, calculated payroll deductions, mailed payroll remittance, and filed T4 

through Excel
CCIC Financial Services Co., Toronto








       February 2012 - Jun 2012
Income Tax Return Preparer (Volunteer)
Respond to customer requests in a professional manner and maintain good customer relations

Interview clients and request receipts to be able to prepare accurate personal and corporate tax returns

Determined reasonable tax deduction in preparing a tax return

Strategize and optimize tax return for individuals through CRA Profile
Reported personal income tax return for over 300 customers

Prepared expenditure and income reports to determine income and expenses

Embodied Advanced Technology Inc., White Rock, B.C.




    May 2010 - September 2010
A company designing energy cells (batteries) and chargers for electric vehicles
Marketing Researcher
Effectively used Google search engine toolbar to do keyword searching
Collected information on electronic vehicles to determine current and future market needs
Prepared five year projection reports regarding future market demands/needs
Organized and analyzed data, helped prepare PowerPoint slides and presentation drafts
EDUCATION

Specialized Honors Administrative Studies (Accounting) Bachelor Degree 

Graduated 2012.8

York University 
Completed professional accounting courses with favorable GPA including:

Intermediate Accounting, Advanced Accounting, Auditing, Tax Principle and Advanced Finance courses

