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Nice introduction to the candidate

SUMMARY OF QUALIFICATIONS

A recent college graduate in Business Administration with entry-level accounting work experience, specializing in the
collection, analysis, and presentation of financial statements and reports.

Bulleted format is clean and easy to read.
Good use of action verbs throughout, too.

EDUCATION

Clear overview of educational background, with special honors noted

Bachelor of Science in Business Administration (B.S.B.A.)
Boston College





Graduated December 2012
Boston, MA

Concentration: Accounting
Dean’s Honor List: Spring 2012, Fall 2012
Boston College Accounting Society, Member
Associated Students Inc., Volunteer

WORK EXPERIENCE

Membership in professional associations
shows commitment to the field.

Great use of numbers to quantify

the impact of the applicant’s work
Accounting Intern
Massachusetts Emergency Management Agency








Analyzed a $6.5 million budget, developed monthly and yearly report summaries.
Reconciled expenditures, encumbrances, and balance amounts for the 2011-2012 fiscal year budget and 2012-2013
budget.
Consolidated budget expenditures, balances, and encumbrances into MS Excel and MS Word reports.
Developed salary cost analysis spreadsheets using MS Excel that compared the salaries of internal job classifications,
and determined which positions need be reclassified due to budgeting constraints.
Developed MS Excel spreadsheets detailing $20 million in contracts and grants awarded by the Department of
Homeland Security to sub-recipients that needed to be monitored and audited.
Developed memorandums, advance briefs, secretary route slips, governor’s office action requests, cost justifications,
agency procedures and policies.
When short on work experience, include relevant school projects

ACADEMIC PROJECTS
Cost Right Sustainability Project



May 2012 – July 2012

Co-wrote and delivered a 35-page report with an accompanying twenty-minute presentation projecting a five-year
growth in total assets and net income for Cost Right if the company implemented sustainable “green” chemicals into
their proprietary cleaning products as team leader in a five-student group.
Developed a pro forma five-page MS Excel financial statement that projected income statements, balance sheets, and
cash flow statements for the next five years using financial data from Cost Right’s 2010-2011 financial report.

Mobile Plus Auditor’s Report


January 2012 – May 2012

Authored a 20-page auditor’s report for Mobile Plus with the purpose of determining whether the company’s financial
statements are in accordance with GAAP.

Focuses on software commonly
used by target employers

Museum of Fine Arts Statistical Regression Analysis



TECHNICAL SKILLS




January 2011 – May 2011

Authored a 12-page report proposing a statistical projection plan to increase Museum of Fine Arts revenue using
regression analysis on five years of sales and attendance data from the accounting department.
Created statistical models and charts, including series plots, autocorrelation graphs, cross-correlation graphs, T-test
charts, residual plots, influential point graphs, and interaction graphs with StatGraphic Centurion XLVI.

ADDITIONAL WORK EXPERIENCE
Tech Inc., Technical Support Advisor


October 2012 – Present
Framingham, MA

Nice format for referencing work experience that is not
directly relevant to the candidate’s current career path

May 2011 – June 2012

Clear overview of technical skills

Software: Microsoft Access, Microsoft Excel, Microsoft Outlook, Microsoft PowerPoint, Microsoft Word, Microsoft
SharePoint, Adobe Acrobat
Accounting: GAAP, GAAS, Financial Accounting, Governmental Accounting, A/P, A/R
Finance: Capital Budgeting, Payback Period, Net Present Value, Internal Rate of Return, Annuities

