FRANCIS J. NOTTO  (Retired)
429 Third Street | Schenectady, NY 12306 | (518) 377-1925 | fnotto@att.net
Accountant | Bookkeeper | Auditor
· Highly motivated, dedicated and detail-oriented finance professional with a record of diversified accounting experience in both the private and public accounting/bookkeeping industry. 
· Strong self-management, organizational, cross-functional communication, and judgment skills. Successful with continuous improvement in operational efficiency with profit and non-profit entities.
· Seeking a full-time or part-time accounting, bookkeeping, or auditing position to return to work after a year-long period of managing finance, medical, and personal care for ailing relative as sole caregiver (2014 – 2015).
Core Competencies

Field & Internal Auditing ~ GAAP ~ General Ledger ~ AP/AR ~ Financial Analysis & Reporting
Expense Reconciliation & Reporting ~ Internal Controls ~ Payroll Oversight ~ Municipal Accounting
EDUCATION

Accounting Certificate, Siena College, Loudonville, NY 

BS, Business Administration, College of St. Rose, Albany, NY 

AAS, Accounting; AAS, Banking, Insurance & Real Estate, Hudson Valley Community College, Troy, NY 

COMPUTER SKILLS

Accounting Programs: QuickBooks Pro, Peachtree, Real World, Microsoft Dynamics, and Great Plains

Spreadsheets: Microsoft Excel, Lotus 1-2-3

Databases:  Microsoft Access, FoxPro, Paradox, D-Base 3 Plus

Reporting and Scheduling: Microsoft Word and Outlook
PROFESSIONAL EXPERIENCE

Senior Auditor, New York State Office of Victim Services, Albany, NY 
2013 – 2014
· Provided oversight and review of multiple grant programs and associated 5-year budgets for both large and small non-profit organizations across the state.
· Examined quarterly cost reports and backup documentation for accuracy of financial data in reference to budgetary categories and ensured resource and operating costs submitted fell within budgeted earmarks. 
· Conducted on-site fiscal reviews to ensure compliance with federal and state guidelines and procedures as well as grant specifications. Interacted with each organization’s fiscal authority (Directors, in-house and consultant Accountants, and Bookkeepers) to request documentation and to schedule and conduct reviews. Verified allowable expenses, reviewed fiscal and payroll procedures, and reported findings.
Senior Accountant, New York State Thruway Authority, Albany, NY 
2008 – 2013
· Performed monthly review of Thruway Authority's Financial Reports to attest to the accuracy and compilation of financial data relating to all aspects of operations for Finance, Accounting, Investment, Lump Sum and Canal departments. Expedited process for monthly review of statement of financial conditions. Affected by Thruway Authority workforce reduction.
· Performed field audits of Divisional/Sectional operations to ensure compliance with procedural guidelines as well as the assurance of internal controls.

· Wrote subject audit reports (SARs) summarizing findings and made recommendations for resolution. Identified trends and problem areas. Follows up on and resolves discrepancies.

· Monitored data regarding vehicle assignments for thruway/canal employees for accurate IRS reporting.
· Completed annual year-end project assignments involving accruals, estimated liabilities, and NYS chargebacks for retirement and health insurance to validate the authenticity of financial information to be reviewed by the Authority's Public Accountants. 

Accountant / Bookkeeper, Private Practice 
2003 – 2008

· Provided full-charge general accounting/bookkeeping services, including AP/AR, to multiple clients.  

Service Accountant, Matthews Buses, Inc., Ballston Spa, NY 
2000 – 2003
· Created month end AR reports from Great Plains system and provided collections oversight. Cross-referenced monthly statements to master financial sheet and exported into Excel. 

· Worked with management on accounting-related projects to make the department more efficient. 

· Communicated the continued need with other departments to evaluate their functioning within the company and its impact on company performance as well as expected profit margins. Provided monthly reporting of revenues and expenses to Rochester, Syracuse and Saratoga locations for better visibility.
Improvements:

· Improved efficiency of processing work orders for shop income and customer billing by 50%.

· Reviewed month-end Accounts Receivable statements for accuracy of billing data to over 500 customers eliminating the need for lead-time for carry over to the next month. 
· Completed major review of Excel sheets to correctly include economic enterprise zone tax rate variances.
· Processed daily cash receipts (deposits) so that analyzing customer accounts was easier to sustain by 50%.

· Identified local purchases being made without purchase orders and instituted a blank P.O. to capture these. Ensured all purchases were business-related and eliminated purchasing abuses.
· Continued to improve the lead-time for month end closings in order for management to process financial reports on a timely basis.
Accountant / Bookkeeper, Private Practice 
1988 – 2000 
Schenectady City School District

· Participated in major computer software conversion ensuring the accuracy of school district accounting data whereby Federal and State Chart of Account Codes were properly categorized. 

General Electric Company, Schenectady, NY
· Assimilated, reviewed and analyzed budget data for management review.

· Analyzed cost data to provide management the necessary lead-time to prepare monthly financial reports.
· Evaluated and generated financial documentation reports to management on travel and living expenditures, real estate, and construction.
Pepsi Cola Corp, Albany, NY
· Researched and analyzed Accounts Payable Reports in order to determine the correct categorizing of Payables for the respective zone offices.

Internal Auditor, Norstar Bank (now Bank of America), Albany, NY 
1986 – 1988
· Instituted branch and departmental audits to ensure adequacy of internal controls and compliance.

· Report preparation of prior audits to management with recommendation for future audit engagements.

· Assisted audit manager in preparation of budget analysis and audit schedules for management review.

· Developed on-site auditor-in-charge objectives for management.

· Analyzed audit data to detect unauthorized currency transaction greater than $10,000 not in compliance with regulations.
· Assisted with Transit department in Buffalo in correcting problems with mortgages and related areas. Researched and resolved mortgage accounts to correct information errors for mortgages in process. Identified problems that led to errors and made corrective process recommendations.
PRIOR ADDITIONAL EXPERIENCE

Accounting Technician, New York Army National Guard (part-time service for six years)
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