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    Recruiters - Try Postings!

    
      Postings.com™ is a must-have for recruiters who want to:

      	Find Qualified Candidates
	Find Job orders and Post Splits
	Be Found in Search Engines
	Implement a Social Sourcing Strategy


      
        
          30-Day Free Trial!
          Name:
          

          Company:
          

          Email:
          

          Phone:
          

          Attend Next Webinar
        

      

    

  

  
    Job Seekers - Look Here!

    
      Hitting a wall with your job search?  Try Climber Premium.

      	Top the Search Engines
	Unsurpassed Candidate Marketing
	Power Career Networking
	Fresh Jobs from the Net


      Click here to sign up for a free trial!
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		Click Here to search for Basic-Bookkeeping in our 2.4M jobs.
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  Online Resumes with "Basic Bookkeeping"

  



	

		
	
	
	    Erin Keenen

		
      
        Clerical & Administrative Resumes
        - Office Clerk Resumes
        - Ellington, MO
      

        
        
        
        
        
        
        
        
        
    

    Experience: Medical coding for all diagnosis on all patients seen at the clinic.  Fill prescriptions, from the dispensary and keep an accurate accounting of all medicines.  Order medical supplies and medicines.  Complete paperwork for Medicare, Medicaid and various insurance companies for prior authorizations.  Schedule appointments for patients.  Fill in receptionist, as needed.  Manage an office for a plumbing and heating...

		
		
			
				Tags for this Online Resume: 
				bookkeeping, clerk, administrative
			

		
	 
	

		

	
	
	    Executive

		
      
        Marketing & Advertising Resumes
        - Marketing Resumes
        - Clinton, CT
      

        
        
        
        
        
        
        
        
        
    

    Extremely competent, hard worker with a strong administrative background

		
			Ideal Companies: Pfizer,  

		
		
			
				Tags for this Online Resume: 
				Marketing, Executive Assistant, Account Management, Legal Secretary, Outside Sales
			

		
	 
	

		

	
	
	    Attention to Detail

		
      
        Human Resources Resumes
        - Human Resources Manager Resumes
        - Athol, MA
      

        
        
        
        
        
        
        
        
        
    

    Hard working professional with leadership skills.  Resourceful and creative.

		
			Ideal Companies: Caco-cola,  myself,  US Government,  State Government

		
		
			
				Tags for this Online Resume: 
				Management
			

		
	 
	

		

	
	
	    Administrative Goddess

		
      
        Clerical & Administrative Resumes
        - Secretary Resumes
        - Bethpage, TN
      

        
        
        
        
        
        
        
        
        
    

    Energetic administrative professional with exceptional computer, organizational, and communication skills. Very resourceful, fun-loving, and a  "forward thinker."

		
			Ideal Companies: any

		
		
			
				Tags for this Online Resume: 
				Administrative, Accounts Payable, Medical Administrative
			

		
	 
	

		

	
	
	    Seun's Admin

		
      
        Clerical & Administrative Resumes
        - Secretary Resumes
        - Houston, TX
      

        
        
        
        
        
        
        
        
        
    

    Five years of hands-on experience performing various administrative and clerical functions including bank statement reconciliations, ordering supplies, and general clerical duties. Detail oriented with a polished and professional outlook.

		
			Ideal Companies: Healthcare, Oil & Gas

		
		
			
				Tags for this Online Resume: 
				Secretary, Administrative Assistant, Clerical
			

		
	 
	

		

	
	
	    Admin Assistant 

		
      
        Clerical & Administrative Resumes
        - Receptionist Resumes
        - Middleburg, FL
      

        
        
        
        
        
        
        
        
        
    

    I am looking for an administrative position in the Jacksonville area. This poisition would work best in a financial, legal, or medical industry. However, any particular industry would suit me.

		
			Ideal Companies: Any

		
		
			
				Tags for this Online Resume: 
				administrative
			

		
	 
	

		

	
	
	    Aggressive and energetic self-starter

		
      
        Clerical & Administrative Resumes
        - Secretary Resumes
        - Middleburg, FL
      

        
        
        
        
        
        
        
        
        
    

    A dedicated High-energy professional with a fast-track hands-on and progressive background in customer service, supervision, and all aspects of client relations 

		
			Ideal Companies: any

		
		
	 
	

		

	
	
	    Executive Secretary

		
      
        Clerical & Administrative Resumes
        - Executive Secretary Resumes
        - La Vergne, TN
      

        
        
        
        
        
        
        
        
        
    

    

		
			Ideal Companies: Corporate Offices:, Genesco, Nissan, O'Charley's, Cracker Barrel, Bridgestone, Tractor Supply, Saturn, Home Depot

		
		
			
				Tags for this Online Resume: 
				Office Manager, Management, Project Management, Analyst, Accounts Payable, Accounts Receivable, Request for Proposal, Request for Quote, Transportation, Pricing, LTL, Truckload, Less than Truckload, Small Parcel Service, Expidited Service, Planning, Organizing, Written Communications, Verbal Communications, Payroll Processing, Quick Books, Kronos, Microsoft Word, Microsoft Excel, Microsoft Access, Microsoft Power Point
			

		
	 
	

		

	
	
	    "Receptionist Extradonaire"

		
      
        Clerical & Administrative Resumes
        - Receptionist Resumes
        - Coeur D Alene, ID
      

        
        
        
        
        
        
        
        
        
    

    

		
			Ideal Companies: Any company

		
		
			
				Tags for this Online Resume: 
				word, excel, quickbooks
			

		
	 
	

		

	
	
	    My experience is extensive.  I have worked for large and small companies in the construction administrative industry for several years.  I am motivated and detail oriented.  I enjoy challenges and am eager to learn new trades.

		
      
        Clerical & Administrative Resumes
        - Accounting Clerk Resumes
        - Las Vegas, NV
      

        
        
        
        
        
        
        
        
        
    

    I am looking for a position with a stable established company that can utilize my recent experience with small businesses.  I am capable of using my experience to help with the process of running a small business.  My knowledge of accounting/bookkeeping and organizational skills allow me to provide a service to small business owners that need the administrative assistance to operate their business.

		
		
			
				Tags for this Online Resume: 
				Quickbooks, Data Entry, Basic Accounting, Basic Bookkeeping
			

		
	 
	

		

	
	
	    Medical Assistant

		
      
        Healthcare & Medical Resumes
        - Medical Assistant Resumes
        - North Highlands, CA
      

        
        
        
        
        
        
        
        
        
    

    
CAREER OBJECTIVE

Seeking full-time Medical Assistant position in which I can utilize my skills and education and become a valuable asset to a healthcare team.

EDUCATION

Kaplan College							Sacramento, CA
Medical Assistant Diploma Program					Graduation: June, 2010

SKILLS & ABILITIES

 
·	Certified CPR
·	MS Office Suite
·	Basic Bookkeeping
·	Insurance Billing
·	ICD-9/CPT Coding
·	Appointment Schedulin...

		
		
			
				Tags for this Online Resume: 
				Apple, Target, Verizon Wireless, GE, Raytheon, Microsoft
			

		
	 
	

		

	
	
	    Caregiver

		
      
        Healthcare & Medical Resumes
        - Home Health Aide Resumes
        - Kingman, AZ
      

        
        
        
        
        
        
        
        
        
    

    Professionally trained to suit your business & social networking. Loyal, Clean, Holy, Creative & Resourceful.

		
			Ideal Companies: Wallmart,  Safeway,  DSHS,  Mason General Hospital.

		
		
			
				Tags for this Online Resume: 
				Computer Researching, Medical Business Accts., Basic Bookkeeping, Record Keeping, Entry Level, Legal Vocabulary, Medical Vocabulary, Basic Math Skills, Data Entry Operator II
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