ROWDY ROADRUNNER
9001 Stockdale Highway, Bakersfield, CA 93311
(661) 555-5555
 rroadrunner_federal@csub.edu 

Citizenship: United States 
Special Hiring Authority: (If applicable. E.g. Veteran’s preference, Person with Disability – Schedule A)
Federal/Military Experience: (Yes or no; If yes, Indicate Military or Federal. Include current or former position, job series or rank, and reinstatement eligibility (if applicable))
Clearance: (If applicable. Indicate what level and if it’s still active)
Languages: (If applicable. Eg: Spanish and English)

OBJECTIVE
Accounting Technician, Defense Finance & Accounting Service
GS-0525/07, Job Announcement number: D00107

SUMMARY OF SKILLS
· Accounts Payable & Accounts Receivable
· Financial Statements & Bookkeeping
· Financial Analysis & Reporting
· Microsoft Word, Excel, PowerPoint; QuickBooks

EDUCATION
California State University, Bakersfield	Bakersfield, CA
Bachelor of Science, Business Administration (in progress)	Completion Month 20xx
Accounting concentration
GPA: 3.4; Dean’s List, 3 semesters

Bakersfield College	Bakersfield, CA
Associate in Science, Business Administration	Completed Month 20xx
GPA: 3.0

Completed Coursework: Managerial Accounting and Decision Making, Advanced Financial Accounting, Corporate Finance I, II and III, Advanced Corporate Income Tax, Microeconomics 

WORK EXPERIENCE
Internal Revenue Service	Month 20xx – Present  
1234 Work Street, Bakersfield, CA 93301	40 hours per week
Internal Revenue Auditor, GS-0512-7	$52,000 per year (optional)
Supervisor: Ms. Jackie Smith, (661)555-1111 
May be contacted 	
· Examine and audit individual, business and corporate tax returns to determine correct federal tax liabilities.
· Conduct field examinations and discuss findings with the taxpayer or their representative. 
· Perform package audits to ensure compliance and determine need for multiple year examinations. 
· Received public recognition and time-off award for consistently completing a minimum of 20 additional analyses per year.
XYZ Industries	Month 20xx – Month 20xx
150 Truxton Avenue, Bakersfield, CA 93301	20 hours per week
Accounting Intern	$22 per hour
Supervisor: Mr. Tom Jones, (661) 555-2222
May be contacted
· Accurately reconciled bank statements and ledger accounts monthly for 20 departments in accordance with generally accepted accounting principles. 
· Assisted accounts payable and human resources departments with invoice and payroll processing. 
· Generated budgets and forecasts on a quarterly basis using Excel and delivered oral presentations to the management team to guide strategic planning. 

VOLUNTEER EXPERIENCE
Global Brigades (non-profit)	Month 20xx – Month 20xx
6060 Coffee Road, Bakersfield, CA 93308	10 hours per week
Volunteer Tax Preparer	Unpaid
Supervisor: Mr. Jorge Ruiz, (661) 555-3333
May be contacted
· Performed general office duties and administrative tasks including filing, scanning, mail processing and data entry, to support the professional accounting staff. 
· Scheduled client appointments and maintained up-to-date client files for over 1,000 community members. 
· Demonstrated effective communication skills while providing telephone support to internal and external callers. 

AWARDS AND ACHIEVEMENTS
XYZ Industries, Employee of the month	Month 20xx
Global Industries, “Top Volunteer Award”	Month 20xx

PROFESSIONAL AFFILIATIONS 
[bookmark: _Hlk184741943]University Accounting Association, Member 	Month 20xx – Month 20xx
American Accounting Association, Student Member	Month 20xx – Month 20xx
CalCPA, Member 	Month 20xx – Month 20xx

