Janice Spencer   
 jspencer@mynetwork.net
12 Pond Drive, Anytown, VT 05400 
(802) 123-4567 



OBJECTIVE
Seek a challenging Accounting position within a public accounting firm.  Plan to pursue CPA credential.
SKILLS
Accounting:
Knowledge of generally accepted accounting principles, taxes, financial statements, accounts payable and accounts receivable.  Professional office skills.
Computer:
Successfully completed computerized accounting simulations for three businesses; experience with QuickBooks and Microsoft Office; proficient using E-mail and the Internet.  
Personal:
Achievement-oriented, energetic, responsible, trustworthy, and dependable.
EDUCATION

CHAMPLAIN COLLEGE, Burlington, VT
Bachelor of Science Degree, Accounting
 5/07
(
Maintained 3.64 GPA; achieved Dean’s List designation all semesters.

(
Competitively selected by faculty to serve as one of ten Academic Tutor for the Accounting Program.
(
Financed 100% of my college education through grants, loans, and employment.

(
Developed strong organizational and time management skills while balancing college, work, and personal commitments.

WORK EXPERIENCE

STUDENT ACCOUNTS OFFICE, CHAMPLAIN COLLEGE, Burlington, VT 

Financial Aid Assistant
                   9/06-5/07
Accurately monitored withdrawals, performed daily and annual tracking of loan checks, and verified reports for billing. Assisted with billing projects. Corresponded with students, parents, and graduates.  Entrusted to handle confidential records.  

Office Assistant (work-study)









      9/05-5/06
Accurately filed, generated mailings, photocopied, and performed other duties to support staff in busy office. 

STUDENT RESOURCE CENTER, CHAMPLAIN COLLEGE, Burlington, VT

Tutor  

8/05-1/06
Assisted students with planning and implementing academic objectives and improving their academic performance and writing skills.  Aided students with assignments on an individual and group basis.  Adapted information and presentation style to accommodate learning disabilities.  Evaluated learning curves, monitored and reported progress, and completed student evaluation forms.  Consistently facilitated high level of progress in student learning.  (10 hours/week)

SMUGGLERS’ NOTCH SKI RESORT, Jeffersonville, VT


Front Desk Clerk
11/02-8/05
Developed excellent customer service skills through conflict resolution.  Ensured patron satisfaction.  Interacted with a diverse population.  Processed reservations and contacted other lodging facilities for occupancy and room rates.  Entrusted to handle approximately $1000 cash per night; cashed out drawer and matched totals with register receipts.  Received positive feedback from manager on my customer service.  
GRAND UNION, Burlington, VT   
Inventory Clerk  
5/00-9/02
Worked part-time during high school and full-time in summers maintaining orderliness and sufficient inventory of store merchandise. Met with supervisor weekly to determine daily orders. Communicated with vendors to learn about new products.  Created store displays. Demonstrated flexibility by my willingness to cover extra shifts when needed. 
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REFERENCES
Mr. David Mona
(802) 651-5935
Director of the Accounting Program and
mona@champlain.edu

Math and Accounting Lab Supervisor


Champlain College

PO Box 670

Burlington VT 05402-0670

Ms. Brenda LaBarge
(802) 865-6483
Student Accounts Officer
labarge@champlain.edu
Champlain College

PO Box 670
Burlington, VT 05402-0670
Mr. William Smith    
(802) 000-1111
Operations Manager
William.Smith@smuggs.biz
Smugglers’ Notch Ski Resort

Smugglers’ Notch, VT 05464

Transcript and letters of recommendation available for review.
