ALEX MORGAN
Bookkeeping Assistant | Records & Reconciliation
name@example.com  |  +234 800 000 0000  |  Nigeria / Remote  |  linkedin.com/in/yourname  |  portfolio.example.com
SAMPLE RESUME — REPLACE ALL DETAILS WITH YOUR OWN
PROFESSIONAL SUMMARY
Remote Bookkeeping Assistant professional with a practical, organized approach to digital work, communication and delivery. Comfortable collaborating asynchronously, documenting progress and learning new tools. This sample profile is illustrative; replace it with your real experience, strengths and measurable results.
CORE SKILLS
Spreadsheet recordkeeping  •  Invoice and receipt tracking  •  Reconciliation support  •  Confidential data handling
EXPERIENCE
Bookkeeping Assistant — Sample Remote Project
Independent / Portfolio Project  |  2024–Present
Organize transaction records, invoices and receipts using approved procedures.
Reconcile entries against source documents and flag discrepancies for review.
Maintain accurate files and protect financial information.
Selected contribution: Maintained a monthly document checklist to help identify missing receipts and unresolved items.
Earlier Experience — Add your real employer, role, dates and achievements here.
EDUCATION
Qualification / Degree — Institution Name  |  Year completed (replace with your details)
TOOLS & CERTIFICATIONS
Spreadsheet recordkeeping, Invoice and receipt tracking, Reconciliation support. Add only tools you can genuinely use and certifications you have earned.
REMOTE WORK READINESS
Reliable internet and power plan (state only if true); clear written updates; deadline awareness; willingness to document processes and collaborate across time zones.




