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My Resume

Besides an application letter, a resume is a key element used by employers to select the right candidate for specific employment opportunities effectively. A resume is short informative summary education, abilities, and professional experiences. Depending on the type of jobs to apply, there are various types of resume including the chronological, functional, and targeted and combination resumes. Chronological, the most widely used format lists the history of one's employment starting from the most recent to the oldest. Most employers prefer this type of resume as it provides a snapshot of one's professional experience. A functional resume, on the other hand, focuses on one's experience and skills. Combination resume, another type of resume combine both skills and experience in a more chronological manner. Finally, the Targeted resume, is customized in details targeting the specific position one is applying.  In my case, I will use a functional resume. A functional resume focuses on skills and experiences. Commonly used by persons who are changing their careers, I feel it will serve me due to the changes I've made in my career path. Moreover, a functional resume focuses on the skills the applicant possesses and therefore, is ideal for those with gaps between jobs. 

CURRICULUM VITAE  
PERSONAL DATA:
Peter: (XXXX
Jonte





Keith
Physical Street Address 4455
Telephone Home: 66779
Telephone Mobile: 145973459
Telephone Office:

Email 1: peterkeith@ec.edu






Marital Status:

Date of Birth:   25/october1984
Gender:

Country of Origin:

Present Nationality: 
Languages and Fluency Level: English, XXX, XXX

EDUCATION:
Bachelors in Business, Ashford University, XXX Street, Arizona
 08/1995 to 06/1998.

WORK HISTORY:
Logistic officer, XXX Company, United States,  02/2015-Present, working in logistics helping in various accounting tasks. 

Military Officer, The United States Military, served for 19 years in various capacities.  

Accountant Officer, the Perfect Company Limited, United States, 2011 – 2015
Handling supplier management, in charge of Stock control system functions, audited financial records and record keeping.

· I have designed a record keeping system that reduced the time wasted in manual storing of documents.
· Accounting software operations such as tax Software, QuickBooks, Fund Accounting Software, Drake, Microsoft Dynamics GP, Oracle, and Excel


· Preparations of statutory deductions as well as strategies to resolve accounting and financial challenges that ensure compliance and growth

· Maintaining accounting records, handled payrolls, development of payment voucher, coordinate financial audits and compiling trial balances.


· I introduced an information management system online record keeping in the company for effective and efficient operations.


TRAINING AND PROFESSIONAL DEVELOPMENT:

Accounting and Logistics, Emory University, Atlanta, Georgia, 
USA, 05/25/2000 – 11/26/2005
· General Maths Skills

· Confidentiality

· Forecasting and Projections

· Reporting Skills

· Cost Accounting

· Internal and External Audits

· Corporate and tax accounting
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Mr. John Smith

The Smart Firm Limited

Contact: 7856478098
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Gen. Nardello Keith

The cherished Squad

The U.S Military
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