Kimberly St. Denis
P.O. Box 741, Cohoes, NY 12047-0741

(518) 266-1404

Capabilities Summary:
Over 15 years of experience as a Bookkeeper and Administrative Assistant. Knowledge of the transportation, construction and healthcare industries.  Regarded by colleagues as efficient, reliable, honest, with strong attention to detail and excellent customer service skills. Proficient in Microsoft Word, Excel, PowerPoint, QuickBooks, and the Internet.
Professional Experience:
Administrative Assistant
March 2015 - June 2015

Wizard Works, Albany, NY 

· Performed various office duties for the CFO.
· Managed supplies, mailed packages and maintained office.
Account Coordinator 
Oct. 2014 - March 2015
Leroy Holding, Albany, NY
· Accurately processed and updated Certificates of Insurance.
· Performed various office duties including creating invoices and tracking fuel / mileage.
Administrative Assistant / Office Manager 
April 2008 – Sept. 2012
Macy Light Delivery, Inc., Cohoes, NY

· Responsible for Accounts Payable, Accounts Receivable, Payroll, Human Resource and processed office forms to include:  MT-903, IFTA, IRB, and DOT.
· Managed office, monitored warehouse inventory and tracked fleet of trucks and fuel slips.
· Processed deposits for multiple bank accounts verified bank statements and verified and tracked petty cash receipts.
Receiving Assistant
Aug. 2006 - May 2007
Bellevue Woman’s Hospital - Niskayuna, NY

· Ordered, received, sorted, and distributed medical supplies.
· Managed hospital inventory and mailed packages.
· Accurately performed data entry and assisted with multi-line telephones.
Chef
Dec. 2003 - June 2005
La Salle Institute, Troy, NY

· Prepared homemade five-course dinners for the brothers and up to 30 guests.
· Cleaned kitchen and dining area and managed kitchen inventory. 

Accounting Intern
Jan. 2000 - April 2000
Robert A. Southworth, CPA, Latham, NY
· Prepared client income taxes, disbursements and general bookkeeping.
· Greeted clients and assisted with various office duties.
Highway Maintenance Worker 1
Sept. 1989 - April 1997
NYS Dept. of Transportation, Rensselaer, NY
· Supervised six crew members, operated snow plow and other equipment.

· Performed various construction jobs.
· Prepared various truck fleet reports and trained new employees.
Education:

2017 
Customer Service / Computer Training Program, WERC, Albany, NY
2001
Associate Degree in Accounting, Bryant & Stratton Business Institute, Albany, NY
References:  Available upon request.
