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Summary: Progressive bookkeeping responsibilities through internal financials. Employee benefits administrator. Inventory operations control. Assist management in decision making on administrative and operating expenses. Peachtree, QuickBooks, Excel and Word software experience.
Professional Experience:
Company A




Bookkeeper


2006 - Present
Converting manual books to computerized saving 25% man hours
Company B




Bookkeeper


2005 –
2005
Managed client data to generate financials and tax reports.
Company C                                   

Full Charge Bookkeeper
2002 – 2004

· A/P – Receive, review, authorize and process disbursements to vendors.

· A/R – Bill customers, apply receipts, control receivables.

· P/R – Calculate commission and hourly gross. Process salary using ADP.

· G/L – Review month end ledger, make entries and changes for financials.

· Inventory – Record received and sold. Schedule unit preparation and delivery.

· Benefits administrator – 401K, cafeteria, insurance, child support.

· Improved daily activities so financials are received when scheduled.

· Improved after sales procedures increasing customer satisfaction by 15%.

Company D




Bookkeeper


1997 – 2001

· Bookkeeping responsibilities through month end review.

· Rentals – Review rental property reports and process results into financials.

· All accounting was done by hand when started. Demonstrated to management that computers are better, and then converted processing to accounting software improving productivity.
· Converted manual bookkeeping to computer software saving approximately $25,000 annually.

Company E




Bookkeeper


1994 – 1997

· Bookkeeping responsibilities through internal financials.

· Equity payment tracking, and reporting for several equity lease properties.

· Controlled equity lease properties allowing management 25% more development time. 

Company F




Bookkeeper


1990 – 1993

· Bookkeeping responsibilities through internal financials for three companies.

· Developed system for tracking inventory minimizing shortages by 20%.

Education and Training:

QuickBooks Update - Computer Consultants and Science Museum of MN
2005

Certificate in accounting - St. Paul College, St. Paul, MN

Diploma in computers & accounting - Nettleton Business Institute, Omaha, NE
