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<INSERT Candidate’s full name>
Skills

	Skill
	REQUIRED
	Years Used
	Last Used

	Prior experience in an accounting role.
	Required
	2
	

	Prior experience analyzing and preparing financial reports.
	Required
	2
	

	High School Diploma
	Required
	
	

	Proficient with Microsoft Outlook, and Excel
	Required
	1
	

	Efficient and accurate data entry experience.
	Required
	1
	

	Strong oral and written communication skills
	Required
	1
	

	Customer Service experience.
	Required
	1
	

	Prior experience working with State, County or Federal budgets.
	Highly desired
	1
	

	Prior experience with expense auditing and validating.
	Highly desired
	1
	

	Prior experience using PeopleSoft Financials.
	Highly desired
	

	Associate's degree or higher in accounting.
	Highly desired
	

	
	
	

	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Employment History

<List candidate’s relevant employment history>
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