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Objective
· To obtain employment in the accounting field, enabling use of my strong organizational skills, educational background, and experience.
Education

· Bloomsburg University of Pennsylvania
· AACSB accredited College of Business

· Bachelor of Science in Business Administration

· Major in Accounting

· Graduated May 2011

· Cumulative GPA: 3.60
Internship

· Bloomsburg University of Pennsylvania Finance and Business Services – Spring ‘11
· Assisted Accounts Payable Supervisor in various tasks, including processing W-9 forms, filing travel reimbursements, and compiling data into spreadsheets.

· Created a new filing system for W-9 forms to improve efficiency.
Related Coursework and Skills

· Advanced Accounting I, Federal Tax Accounting, Advanced Cost Accounting, Auditing Theory & Procedures, Accounting Information Systems, Business Communications and Report Writing
· Microsoft Word, Excel, Access, PowerPoint
· Sage 100 Contractor, SAP, Open Solutions’ DNA core, Oracle PeopleSoft
· Procore Construction Management Software

Employment Highlights

· Seaward Marine Corporation, Norfolk, VA – February 2021-present

· Reconcile credit card statements

· Process invoices for approval
· City of Chesapeake, Chesapeake, VA – November 2020-February 2021
Account Tech III – PT 

· Assist with 1099 updates

· Approve Accounts Payable Vouchers

· Enter Credit Memos

· Supplier Maintenance
· Brookes + Hill Custom Builders, Inc., Waltham, MA – December 2018-October 2020
Office Administrator

· Processed AP invoices, checks, and client invoices
· Reconciled bank accounts
· Researched discrepancies in subcontracts and vendor accounts

· Reconciled Sage balances to Procore
· Assisted in maintaining auxiliary services for jobsites
· Hickam Federal Credit Union, Honolulu, HI – December 2011-June 2013
Accounting Assistant

· Processed AP invoices, checks, and maintained vendor files
· Reconciled daily control accounts
· Prepared daily, reclassing, and miscellaneous journal vouchers
· Assisted with month/year end closing
· Researched variances in account balances
References Available Upon Request
