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<INSERT Candidate’s full name>
Skills

	Skill
	REQUIRED
	Years Used
	Last Used

	High School Diploma or equivalent.
	Required
	
	

	Microsoft Office Suite (Word, Excel, Outlook, SharePoint), w/ability to create, edit & manage docs, spreadsheets & collaborative content effectively.
	Required
	2
	

	Strong attention to detail and time management skills
	Required
	
	

	Ability to work independently in a structured environment.
	Required
	
	

	Strong communication skills
	Required
	
	

	Experience with PeopleSoft Financials or similar enterprise financial systems.
	Highly desired
	2
	

	Ability to create and run queries in PeopleSoft Financials.
	Highly desired
	2
	

	Familiarity with structured IT environments and documented operational procedures.
	Highly desired
	2
	

	Experience using FTP/SFTP software such as GoAnywhere.
	Highly desired
	2
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Employment History

<List candidate’s relevant employment history>
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