OBJECTIVE:       Position as Accounting Assistant/Clerk

SUMMARY OF QUALIFICATION

· 9 Years experience in the financial management/support field.

· Strong grasp of accounting; experienced in all phases of accounting.

· Completed over 500 hours of advanced financial training.

· Extremely organized and highly motivated.

PROFESSIONAL EXPERIENCE

ACCOUNTING

· Processed accounts receivable/payable in monthly amounts of 6.5 million dollars.

· Processed and paid 1 million dollars worth of vendor's bills in support of mobile operations.

· Knowledgeable in bank reconciliation and general ledgers.

· Prepared monthly financial reports and statements.

· Ten Key Operator.

PAYROLL

· Maintained payroll accounts for a staff of 900.

· Computed pay, bonus' and payroll taxes.

· Processed collection accounts, notified personnel of debts and adjusted 

members pay to offset collection efforts.

· Computed and paid over 200 business related travel expense claims per month with "zero errors".

CASH MANAGEMENT

· Authorized to sign and maintain US Treasury checks.

· Cashed and processed over 600,000 dollars worth of personal and 

treasury checks per quarter.

· Prepared weekly balance reports for, and maintained two Automated Teller Machines.

· Prepared and processed daily bank deposits.

OFFICE MANAGEMENT

· Managed Financial Support Office staff.

· Assigning work schedules, and coordinated professional development of personnel.

· Audited assigned work to ensure accuracy of entries and transactions.

TECHNICAL TRAINING


11/94

Total Quality Leadership



16 hrs


03/93

Customer Service Training



40 hrs


08/92

Sexual Harassment Training



  8 hrs


03/91

NCR Automated Teller Machine Training

32 hrs


02/91

Financial Reports and Statements


80 hrs


01/90

Travel Expense Claims



80 hrs


03/89

Basic Accounting Skills


          320 hrs

