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OBJECTIVE
To provide top level administrative and/or accounting support to your organization.  
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PROFESSIONAL SKILLS

Experienced with all levels of general accounting procedures, from data entry for sales, shipping, and accounts receivable; purchasing, receipt of inventory, and accounts payable; time cards and hourly and salaried payroll processing; production records and cost accounting; through month end review of general ledger and adjusting entries, as well as year-end analysis and closing entries; preparation of corporate tax filings.

Adept at using Microsoft Word and Excel; familiar with PowerPoint.  Experienced with several accounting software systems, including QuickBooks, Abra Suite payroll interfaced with Platinum, MAS-90, Cougar Mountain, PeopleSoft, Maximo interfaced with Oracle.

Experienced with payroll direct deposits as well as electronic funds transfers to vendors and electronic tax deposits.

Familiar with HR duties including enrollment and termination paperwork for benefits such as health insurance, pension, 401(k), and tracking of vacation and personal leave time.  Experienced with FMLA administration.

Experienced at managing clerical office staffs of 3-12, as well as supervising truck driver/mechanic staff of 30.

Skilled at documenting procedures for various tasks, as well as training others to accomplish them.  Able to refine procedures to enhance efficiency.  

Have worked with clients to convert data processing systems; have worked with manufacturing personnel to document bills of material and implement work order processing for cost accounting; have worked with safety training team and software programmers to design electronic training system. 


RECENT PROFESSIONAL EXPERIENCE
Sielschott Walsh Keifer & Regula Inc – Lima, Ohio – May 2015 – current - business accounting and tax prep
All Around Accounting LLC – Lakeview, Ohio – January 2013 –May 2015 – business accounting and tax prep 
WalMart Wapakoneta – hourly crew labor – April 2012 - current
Nash Finch – Lima, Ohio – Perishables Dept. Clerk – 2012 – January 2013
Spherion Office Professionals – Lima, Ohio - Temporary agency assignments –  2012
CRST & Panther/Heavyweight – Cedar Rapids, IA & Troy, MI – OTR Team Truck Driver – 2011-2012
Spherion Office Professionals – Lima, Ohio - Temporary agency assignments –  2010 - 2011
Farris Engineering Services – Channelview, Texas – Administrative clerk – August 2008 to March 2010
Spherion Office Professionals – Lima, Ohio - Temporary agency assignments –  2007-2008
Roeder Cartage Co – Lima, Ohio - Payroll Accountant and HR Administrator - October 2003 to August 2007

EDUCATION
Bluffton University, Bluffton, Ohio – Baccalaureate in Accounting and Business Management 
University of Northwestern Ohio, Lima, Ohio – Associate Degree in Accounting 
Lima Senior High School, Lima, Ohio – High School Diploma 
