JOHN R. MCCONKEY
Maryville, TN • 217-840-7914 • champs101x4@gmail.com
PROFESSIONAL SUMMARY
Detail-oriented and dependable operations professional transitioning into bookkeeping and accounting support, with extensive experience maintaining accurate records, verifying documentation, tracking purchasing and inventory activity, supporting budgets and operational planning, and coordinating financial and operational information. Proven ability to manage multiple priorities, identify discrepancies, research solutions, and complete detailed work accurately and on schedule. Strong computer literacy with experience using Microsoft Excel, Word, Outlook, electronic recordkeeping systems, digital file management, and database-based information systems. Known for integrity, accountability, self-discipline, and providing professional, judgment-free support to internal teams, vendors, and customers. Eager to build on transferable accounting skills and learn QuickBooks Online, payroll, sales tax, and client bookkeeping processes.
CORE QUALIFICATIONS
· Bookkeeping & Accounting Support
· Financial & Operational Recordkeeping
· Data Entry & Data Verification
· Transaction & Documentation Review
· Accounts Payable/Receivable Support
· Purchasing & Inventory Tracking
· Budget & Operational Support
· Records & Digital File Management
· Data Integrity & Accuracy
· Microsoft Excel, Word & Outlook
· Database & Information Management
· Confidential Information Handling
· Problem Solving & Critical Thinking
· Multi-Project & Deadline Management
· Client, Vendor & Staff Communication
· Compliance & Policy Adherence
· Independent Work & Self-Management
· Process Improvement
PROFESSIONAL EXPERIENCE
DOUGLAS J INSTITUTE — Knoxville, TN
Facilities Technician | March 2023 – February 2026
· Maintained accurate and organized records, service logs, work requests, vendor documentation, purchasing information, and compliance records.
· Reviewed documentation for completeness, accuracy, and consistency before filing and maintaining records.
· Assisted with budgeting, purchasing needs, renovation projects, and operational planning.
· Coordinated with vendors and contractors regarding services, scheduling, work completion, documentation, and project requirements.
· Verified completion of vendor services and maintained supporting documentation for completed work.
· Managed multiple work requests and competing priorities while meeting deadlines and maintaining attention to detail.
· Maintained organized digital and physical records supporting inspections, repairs, preventive maintenance, purchasing, and operational activities.
· Used Microsoft Office applications and computer-based systems to enter, organize, verify, and retrieve information.
· Identified discrepancies and operational problems, researched solutions, and resolved routine issues independently.
· Communicated professionally with vendors, management, staff, and customers regarding requests, documentation, and operational needs.
· Followed established company policies and procedures while maintaining accurate and complete records.
FOOTHILLS TRANSITIONAL CARE & REHAB — Maryville, TN
Maintenance Director | December 2019 – January 2023
· Maintained extensive records supporting regulatory compliance, inspections, audits, reporting, and departmental operations.
· Organized and reviewed departmental documentation to ensure information was accurate, complete, and readily available when needed.
· Ordered supplies, tracked inventory, and maintained purchasing-related documentation and records.
· Coordinated with multiple vendors and contractors regarding services, invoices/documentation, scheduling, completion, and required follow-up.
· Managed numerous work orders and priorities simultaneously while ensuring timely completion and accurate recordkeeping.
· Participated in leadership meetings and communicated operational information clearly to management and staff.
· Assisted with operational planning, resource management, and departmental budgeting activities.
· Maintained confidentiality and demonstrated integrity when handling compliance-sensitive and organizational information.
· Worked independently while following established procedures, deadlines, and organizational requirements.
· Researched problems and developed practical solutions using critical thinking and sound judgment.
ELMINGTON PROPERTY MANAGEMENT — Knoxville, TN
Maintenance Technician | July 2018 – December 2019
· Maintained accurate work order records, repair documentation, inventory information, and supporting property records.
· Coordinated with vendors, property management personnel, and residents to address service requests and operational needs.
· Prioritized multiple assignments and changing requests while meeting established deadlines.
· Assisted with apartment turnover documentation, inventory tracking, and property-related records.
· Reviewed information for accuracy and maintained organized documentation.
· Communicated professionally with vendors, residents, and management to resolve issues and coordinate services.
URBANA SCHOOL DISTRICT #116 — Urbana, IL
Custodian / Light Maintenance | December 2012 – July 2018
· Maintained maintenance records, preventive maintenance documentation, and organized operational files.
· Assisted with scheduling, event coordination, and daily operational support.
· Managed multiple responsibilities while maintaining consistent attention to detail.
· Followed established procedures and safety requirements while completing assignments independently.
· Maintained accurate documentation and completed work according to established deadlines.
EDUCATION
HIGH-TECH INSTITUTE — Brooklyn Center, Minnesota
Computer Networking Information Technology | December 2000
JUDAH HIGH SCHOOL — Champaign, Illinois
1990
TECHNICAL SKILLS
Microsoft Office: Excel, Word, Outlook
Information Management: Data Entry, Data Verification, Database Software, Electronic Recordkeeping, Digital File Systems
Administrative & Financial Support: Purchasing Documentation, Transaction Documentation, Inventory Tracking, Budget Support, Records Maintenance, Document Management
Professional: Problem Solving, Critical Thinking, Time Management, Multitasking, Written Communication, Vendor/Customer Service, Confidential Information Handling, Independent Work

