MA

Phone: (555) 234-5678

Email: michael.anderson@email.com

Address: San Francisco, CA

Website: www.michaelanderson.com

EXPERTISE SKILLS

* Non-Profit Finance

* Budget Management

* Financial Reporting

» Compliance

» Stakeholder Engagement

* Training

LANGUAGES

* English
* Spanish

e French

CERTIFICATION

» Bachelor of Arts in Accounting

REFERENCES

John Smith

Senior Manager, Tech Corp
john.smith@email.com

Sarah Johnson
Director, Innovation Labs
sarah.j@email.com

Michael Brown
VP Engineering, Solutions Inc
mbrown@email.com

MICHAEL ANDERSON

ACCOUNTS OFFICER

Results-driven Accounts Officer with extensive experience in non-profit
financial management, encompassing over 6 years in accounting and
budgeting roles. Demonstrates a strong dedication to financial stewardship
and accountability, ensuring compliance with donor regulations and internal
policies. Skilled in developing financial reports that convey the organization’s
impact and financial health. Expertise in utilizing financial management
software to enhance reporting accuracy and efficiency.

PROFESSIONAL EXPERIENCE

Non-Profit Organization
Accounts Officer

Mar 2018 - Present

e Managed financial operations for a budget exceeding $5 million.

e Prepared and monitored budgets, ensuring adherence to funding guidelines.

¢ Developed financial reports for board meetings and stakeholder presentations.
¢ Conducted financial audits to ensure compliance with donor requirements.

¢ Streamlined financial processes, improving reporting timelines by 25%.

e Trained staff on financial policies and procedures, enhancing overall
compliance.

Charity Fund Dec 2015 - Jan 2018
Junior Accounts Officer

¢ Assisted in managing accounts payable and receivable, ensuring accuracy in
transactions.

e Supported the preparation of financial statements in accordance with GAAP.

¢ Collaborated with program managers to track project expenses and funding.

¢ Maintained accurate financial records to support grant reporting.

¢ Participated in financial training workshops to enhance skills and knowledge.

¢ Resolved discrepancies in financial records through diligent investigation.

ACHIEVEMENTS

» Achieved a 100% compliance rate during external audits over three consecutive
years.

» Recognized for exceptional service in financial reporting to stakeholders.

» Implemented a new budgeting tool that increased efficiency in financial tracking.



