         MELISSA SCHIFFMAN
       Melissa.b.schiffman@gmail.com					847.912.6953
		
Accounting professional with over 20 years of experience in industries ranging from manufacturing, services, regulations, restaurants, retail, turnaround, and pharmaceutical clinical trials.  
Summary of Qualifications
Cash Flow Management	   Human Resources & Benefits	      Contract Negotiations
Treasury Management       	 Purchasing and Cost Management	      Vender & Customer Management        
Accounting			              P&L Management                        Process Development/ Improvement

PROFESSIONAL EXPERIENCE
Uptown Research Institute, Chicago, IL				January 2020 to Present
   Director of Finance and Analytics/ CFO
· Manage all cash activity, cash flow reports, Treasury, A/R, A/P, credit cards, and month end close activities.
· Produce high quality monthly, quarterly, and annual financial statements in accordance with GAAP
· Manage the preparation of financial reports, analytics, budgets, metrics, and financial forecasts on a regular basis
· Manage the on-boarding for a new department of hourly and salary employees
· Advise senior management on key business development.
· Managed the PPP loan process with 100% forgiveness in one calendar year
· Develop and document business processes and accounting policies to maintain and strengthen internal controls and risk management.
· Oversee the timeliness and accuracy of the annual audit process
· Maintain and review corporate insurance policies
· Managed and successfully negotiated the refinancing of the company’s debt 
· Resolve formal financial inquiries from agencies, stakeholders, and insurance companies, provide annual census, and renewal applications.
· Streamlined the monthly cash flow process, gaining over 20% annual revenue growth.
· Manage company payroll for salary and hourly employees, including onboarding and benefits management.
· Led strategy for additional employee benefits, including dental, life, std, AD&D and quarterly bonus metrics.
· Invoice Study Trials, work on collections, and process their payments, maintaining positive working relationships with each study’s representative.

Newpoint Advisors Corporation				  August 2013 to December 2019
   Treasurer Manager/ Controller/ Cash Flow Manager
· I was the first employee hired and managed many aspects of growth for this start up, including the creation of the employee manual and developed health, dental, general liability, and worker compensation insurance renewals
· Hired, on-boarded, and supervised a team of 12 employees, while overseeing all cash activity, treasury, and banking relationships
· Managed accounting aspects in manufacturing, pharmaceutical testing, and services
· Managed troubled companies by identifying efficiencies, inclusive of production schedule and payment plans with vendors.
· Manage the preparation of financial reports, balance sheets, budgets and financial forecasts on a regular basis
· Provided cash and treasury management, including overseeing reconciliation of banking activity (28 accounts), revenue, credit card reconciliations 
· Supervised Accounts Payable
· Worked with outside auditors for annual taxes, audits, and compilations
· Researched, compared, and decided on different vendor contracts (i.e. phones, photo copier, health ins., etc.)
· Performed numerous industry specific operations with outside facilities
· Worked closely with the head of IT to generate new reports, worked on help desk issues, prioritized IT projects, and tested new programs before they were released
· Handled conversion of the payroll system to ADP 


EARLY CAREER SUMMARY
Accounting & HR Manager, Atlantic Imaging Group, New Jersey      2008 to 2011   
Accountant (self –employed)						2006 to 2008
Sr. Accountant, The Millard Group, Illinois				2004 to 2007
Auditor, Miller Cooper and Company, LTD, Illinois			2003 to 2004
Sr. Accountant, Hydraulic Controls, Inc, California			2002 to 2003

EDUCATION
MBA, Finance, DePaul University, Kellstadt Graduate School of Business, Chicago, Illinois
Bachelor of Science, Economics, Certificate of International Business, University of Iowa, Iowa City, Iowa

VOLUNTEER
Executive Member of the PTC – Membership Chair
Diversity Committee of our Synagogue
Academy Board Member for Beth Hillel B’nai Emunah
Treasurer and Board Member of Trevians Girls Softball Assoc
Team Manager Trevians boys soccer club
Assistant Coach to kids soccer and baseball
Girl Scouts Troop Co-Leader
