
Jul 28,2009 

Dear Hiring Manager, 

I am seeking employment a a cl rk, office worker, or mail proc s or. I have more 
than eight years experien in a law firm as an accountin o til clerk. My pr ference 
i to work in accountino ; hove er, I am open to oth r opportunities. 

My strengths are numerou . I am loyal, dedicated, punctual, honest and committed 
to h.igh quality workman hip. My resume demon trate my reliability and 
expenence. 

My computer experien includes word per~ ct, illS word, and excel. Other 
experience includ mas mail outs of 25000 checks or mor using a Hasler 6000A 
I tt r insert machin ,a copier and high sp ed scann r. 

Thank you for your tim nd can ideration. I look for rd to hearin from you. 

Sin rely, 

Harry T. ack y, Jr. 

Enclo lire: resume 



Harry T. Lackey, Jr. 
214 - 941 - 1466 
htlackey yahoo.com 

Profile 
• Dedicat accounting fi Ie clerk ith 8+ ear xp ricnccd 
o elf	 tarter. 
•	 cam PI y r. 

I milt d t hi 1 lualily workman hip. 
• Kn \ I ~dg of \I rd P rll cl Wind . I, an ~ casco 
o	 Exri ncr ting lIa Ier 000 I It r ins rt m hin', 

Experience 
Accountin File Clerk Baron and Budd, P. . 200 - 200 
•	 AP Vendor -il and ettl ment 0 p it Ba k up 

» r at d ne\ file folder an maintained a filing ystem 
I tronic fiJing, files ar di mbled high peed scalln d 

proof! d and as embled to b hr d ed. 
• Op ned mail and d Ii er d to recipient . 
• Maintajned historical files:
 

) Payroll records
 
» ttlement r Ferring attome record
 

o Responsi Ie for boxes sent to off it 5t rage: 
) rn ntoried contents of box . r al d box ~ nn, numb r , 

lab I d and logged boxc int arehou e in ntory. 
o	 Perf! rm d mi Uan ous job r lat d dutie as igned. 

» rganiz d m mailing 
» In ligated anal ed and ompiled 'lient cxpense record 

19 5 - 2000 
I rlh x 

it fall s 196 - 1995 
o Code Enforcement Officer 1 80 - 1995
 

love tigat iolation of city rdin n . a hi d volunlary ompliane
 
i u d citations r non-complian c carched d cd rc' rds at Dall C unt ~
 

te ti fi d in ourt.
 
o	 Deputy ity Marshall ( erlific P ace 0 IC r) 19 9 ~ 1980 

Re n ible or collecting Ill, i ued court pr ccs and arre tcd ·oIators. 
o	 Court Bailiff, r pan ible for court ord r, announced the Judge, and cared for 

luI' 
• Court Clerk, 1964 - 1969 

collected me , lanced receipts, lased do ket, typ d dockets and warrants 

Education BacheJor of cience, Criminal Justice 
ni ersity of Texa at Arlington 

Military nit d [at Army (served in Viet am 1967 - 1969 


