Lynne M. Fiore
8 Maple Avenue, Albany, NY  12208

518-459-5842

lfioregormley@gmail.com
Qualifications

(
Experienced in Accounts Payable and Accounts Receivable
(
Experience working with accounting software and proficient in Excel and Word
( 
Ability to learn quickly and work independently or within a team environment
Work History

July 2013 – Present
 Bookkeeper (part-time), Colonie Center, Albany, NY
♦
Responsible for processing invoices, remitting payments and maintaining A/P files
♦
Enter cash receipts and update cash logs 
♦
Prepare, enter, and post approved billing adjustments
♦
Reconcile Gift Card account bank account monthly

♦
Assist Controller with special projects (i.e. reconciliations, audits, budget preparation)
♦
Perform administrative duties such as printing and mailing monthly tenant statements, drafting 
correspondence, updating tenant files, processing reports, and other tasks as needed
August 2008-July 2013

  Was not employed during this time, stayed at home to raise sons.
 
July 2007-August 2008

 Accounting Assistant II, Health Research. Inc., Menands, NY
( 
Prepared invoices, processed payments and handled collections 

( 
Processed journal entries and cash receipts

( 
Managed accounts receivable records in Excel

July 2005-July 2007
 Accounting Clerk, Health Research. Inc., Menands, NY     
( 
Completed daily bank reconciliation

( 
Processed journal entries and cash receipts

(
Prepared and mailed invoices

EDUCATION 


Associate in Applied Science, Accounting, Schenectady County Community College (May 2009) 


Bachelor's of Science, Visual Arts/Fine Arts, State University of New York, The College of 

New Paltz (December 1998) 

