CANDACE PERKINS

484-335-0020
nola3emt@yahoo.com



SUMMARY

Self-motivator offering a strong work ethic and determination to complete any task, timely and     efficiently. Accurate and detail-oriented while providing advanced knowledge and performance in all learned abilities.


	EXPERIENCE	

Remote Bookkeeper – Independent 	                                              
Full Charge Bookkeeper	                                                                           1/2019 ~ Present


JET Concrete Services, LLC
Bookkeeper	                                                                                                4/2017 ~ 03/2020

 Maintaining all aspects of Accounting except yearly taxes.
 Maintain efficient and timely AR/AP processing
 Monthly Auditing for accuracy
 Monthly Bank reconciliation
 Process Payroll
 Human Resources Dept
 On-Boarding and Off-Boarding of staff
 Supervise and Run Admin Office with a net profit of 3million +

ROBERT HALF/ACCOUNTTEMPS                                                    8/2015 ~ 2019	
Temp Agency -  Bookkeeper


MASS MUTUAL New Orleans, La
Bookkeeper/Brokerage NBC.                                                                      8/2015 ~ 10/2016

Maintaining the books for 2 Core Offices and 6 detached locations.
Maintain efficient and timely AR. AP processing
Monthly Auditing for accuracy
Monthly Bank reconciliation
     On-Boarding and Off-Boarding of staff
Submitting Insurance Application and monitoring the underwriting process



SERVICEMASTER  Reading, Pa
Accounting Administrator                                                                         12/2010 ~ 5/2015
Contributed to a 50% increase in productivity levels by streamlining accounting processes which include traditional and legal collections, Payroll, A/R  and  A/P 
Developed new invoice dispute reporting system which reduced the open invoice cycle time from approximately 120 days to 45 days.
Creating Scopes and Estimates in an Emergency response setting generating between 5-40 clients daily.
Investigating disaster scenes for accuracy and fraudulency.
Creating and Implementing Marketing Strategies using Social Media, WWW, and Radio in a 4 county wide range.
Increased customer sales by implementing new marketing strategies.  


SCHUYLKILL VALLEY and WESTERN BERKS AMBULANCE  Reading, Pa
Emergency Medical Technician                                                                  7/2005 ~ 10/2012
Provide emergency response to 911 calls, including traffic accidents, domestic violence, fires, explosions, accidents, and serious sudden illnesses.
Provide first aid for body trauma while remaining alert to psychological conditions and effects.





EDUCATION
ASSOCIATES DEGREE: ACCOUNTING                                                                        2016
HACC, Lancaster, Pa
EMERGENCY MEDICAL TECHNICIAN                                                                           2002
EMERGENCY SERVICES
Delgado Community College, New Orleans, La
DIPLOMA: GENERAL BUSINESS                                                                                    1984
Avon Grove High School, West Grove, Pa





SKILLS
	Peachtree
Quickbooks
Kronos
Listen 360
Microsoft Office
Power Point
Web/Web Design
Google Docs
Sage 
	WordPress
Chronicle
MSM, MSA
AlacNet
Symbility
Xactimate
Xactanalysis
ADT



VOLUNTEER and ORGANIZATION EXPERIENCE
Habitat for Humanity                                                 Professional Women’s Business Network
Keystone Blood Center                                             Business Referral Networking Exchange
                                                                                  Entrepreneurs’ Connection
