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OBJECTIVE: to obtain a mid-level Accounting position 

· 2 years Purchasing Agent                                  5 years Accounts Payable 

· 5 years Payroll, 1 year Internal Auditing           Self starter, strategic problem solver, team player
·  A/R, Billing, Cash Receipts                              Journal entries and reconciliation

· Intermediate MS Word and MS Excel               Accounting software, excellent communication skills
RELEVENT PROFESSIONAL EXPERIENCE

Temporary Work
Computerized paper correction project - Kelly Temporary Employment Agency     
           
 03/15 - 04/15

A/P and P/R - JAS Temporary Employment Agency – Peachtree software exposure            
  02/15

Office Assistant - Accountemps Temporary Employment Agency                                     

  07/14

Purchasing Agent and Accounts Payable Analyst                                                                        07/11 – 04/14 
Technical Building Services   
· Converted parts lists from engineers into the Buyout Module in Maxwell accounting system

· Created purchase orders in Maxwell and then accessed vendor iPortals to place orders  

· Placed orders for valves, computer laptops, dampers, parts for HVAC subcontractor

· Reviewed and approved purchasing/shipping documents before receiving purchase orders in Maxwell

· Analyzed vendor statements to process exceptions and scanned A/P invoices 
· Weekly MS Excel A/P Call List for company President’s review
Accountant  Trainee                                                                                                                        04/09 – 10/10     

New York State Taxation and Finance                                                                                     

· Ensured Daily Report of Gross Collections completed and uploaded
· Maintained knowledge of the eMPIRE system

· Assessed the AC1000 report to ensure ledger reconciles to cash receipts journal and accompanying memo requesting the movement of funds from the State general fund to MTA is correct

· Reviewed the Uncertified Gift Detail Report for accuracy and to be certified 

· Reconciled CARTS payments, residual, refund offsets, transfers and write-offs.  Post large payments out of the residual and reverse payments out of the residual that were posted previously  

· Analyzed the COGNOS report for State & MTA Credits over $500,000 for possible depositing errors, duplications or requiring further investigation 
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Accountemps & NESCO Temporary Employment Agencies                                                        02/06 – 05/08           

· Assignments included A/P with integrated Purchase Order system, A/R and Billing

· Customer credit project, Internal A/P audits – used MS Excel in accordance with Sarbanes-Oxley, A/P maintenance

· Maintained database and conducted quarterly reviews, reconciled to HR Reports

· A/P in a Manufacturing environment; allocated freight-in expense, MS Excel projects

· G/L reconciliation for 401K accounts and other G/L accts, bank reconciliations

Assistant Accountant/Assistant                                                                                                        8/04 –11/05 

FirstNorth Corporation
· A/P  at Real Estate firm using QuickBooks

· Billed tenants in commercial building for work orders and electricity

· Applied cash receipts and reconciled monthly gas bills for apartment complex vacant units and public areas

· Prepared journal entries for rent receivable and rental income and inter-company receivables

· Assisted company President with real estate projects; including re-zoning issues

Payroll and Accounts Payable Accountant                                                                                 04/03 – 01/04
TBO (The Business Office)

· P/R for 7 sites in 3 states using AS400 and then migrated to QuickBooks

· Billed clients for employee's hours using a Pay/Bill system 

· A/P and Weekly aging and MS Excel cash reports for Finance Director

· Some bank reconciliation and prepared cash account G/L entries  

Payroll Team Member                                                                                                                   11/01 – 11/02
Eaton Corporation


· Contracted to process payroll using GEAC mainframe during company Payroll project

· Used multiple MS Excel spreadsheets and interactive formulas to balance weekly gross-to-net

· Rapidly progressed from processing 2 payroll divisions to 12 payroll divisions   



Payroll Team, Benefits, Recruiting Coordinator                                                                        07/95 – 09/01

KeyCorp Corporation

· New Hires, Terminations, Pay Changes using GEAC mainframe  

· Promoted and transferred from Albany, NY to Cleveland, OH when HR was re-structured

· Used PeopleSoft for benefits administration, member of testing team for Peoplesoft hire panels

· Interacted with the Systems Support Team to discover issues and analyze Peoplesoft updates  
 

· Coordinated recruiting logistics for Management Associate Program, nominated - Qtrly HR Award   

EDUCATION:  24 accounting credits, Bachelor of Science, The College of Saint Rose  

