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Joseph A. Seeker

Quality System Administrator

« TQM o ISO 9000 » Lean Manufacturing
e Total Customer Satisfaction ® Quality System Audits
e Development & Implementation of Quality Systems

1111 West Road, Groveland, NY 14462
Phone: 585-555-7888 + Cell: 585-555-1222
joeseeker@aol.com




Preparando su tarjeta de presentación




[image: image2.png]H9-0V A > Document3 - Microsoft Word - = x

wore I e ©
¥ cut —— = T N % 8AFina -
B  cony ELE) SN B [2U[91] assbceoc asBbeed asBoceD AaBbC Aabee asveer AAB aassce. asseeo & ree
Poe e |[B L T e % A2 A [ (G| | thomat sy ToShac. Heaongl | Hesdng2 | eongs | The  Swite Subteem. - Chnse | 5L
Cipboara Font 5 = styis 5| ating
o] A . f . f i 0 i s i Y

Jane D. Wilson

Accounts Receivable/Payable
Office Manager

Phone: 555-766-8899
Cell: 6667736555
JaneWilson@Rochester.rr.com
@laneWilson on Twitter

Experience
© OverS years of direct experience in the field
Track payables /receivables

Review and analyze cash flow for accuracy
Prepare financial statement, generate payroll data
Coordinate year,gnd audit review for tax purposes
+ Monitor & call past due accounts for collections
 Supervised up to 5 other office workers

Computer Applications
‘Word-PowerPoint-Excel-Access-Kronos-PeachTree
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Mi eslogan, “tagline”: ________________________________________________________________________________________________
Mi nombre: ___________________________________________________________________________________________________________
Mi ocupación: ________________________________________________________________________________________________________
Mis habilidades claves/ experiencia: ________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________
Mi dirección postal: ________________________________________________________________________________________________
Mi # telefónico______________________________________      Mi # Celular_____________________________________
Mi correo electrónico (email): ___________________________________________________________________________
Mis Cuentas de Medios Sociales:_________​​​​​​​___________________________________________________________________________



Insert Career Center Logo Here
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Correo Electrónico/ Email 





# Celular





# Telefónico





Dirección Postal/ Address





Habilidades Claves 





Nombre





Detrás





Frente





Experience


Over 5 years of direct experience in the field


Track payables/receivables


Review and analyze cash flow for accuracy


Prepare financial statement, generate payroll data


Coordinate year end audit review for tax purposes


Monitor & call past due accounts for collections


Supervised up to 5 other office workers


Computer Applications


Word–PowerPoint–Excel–Access–Kronos–PeachTree
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