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AC C OU N T I NG  A S S I S TA N T

C h a r t we l l s | Charlotte, NC

Dec 2015
Jan 2016

AC C OU N T S  R E C E I VA BL E  A S S O C I AT E

B e l l a Mo u l d i n g | Chicago, IL

E DUC AT ION

2002
2004

BUS I N E S S  A DM I N I S T R AT ION

A m e r i c a n  I nt e rc o nt i n e nt a l  Un ive r s i t y | Atlanta, GA

tdavis0907@gmail.com

Lisle, IL

773.991.8298

OBJ E C T I V E

Results-driven Sta� Accountant

with over 20 years of in

Accounting and Management.

Possesses a comprehensive

understanding of all aspects of

accounting.

Highly motivated professional

with a proven track record of

delivering accurate reports and

high quality service.

Seeks out opportunities for

process improvement to drive

productivity and advance

company objectives.

S K I L L S

Establishes and maintains accounting policies and procedures·
Creates and monitors annual budget in coordination with board·
Assesses needs for capital, capital costs, and �nancing opportunities·
Manages new and existing contractor and vendor relationships and

oversee contractors
·

Completes annual insurance premium audit forms·
Manages payroll through Trinet Zene�ts system·
Oversees and maintains tuition management·
Manages banking and credit relationships·
Maintains donors database·
Monitors income and spend of temporarily restricted funds·
Produces �nancial reports requested by granting agencies·
Ensures that state and federal taxes are on time and complete·
All Accounting tasks·

Created and maintained �nancial reports for management·
Created and maintained accounting policies and procedures·
Reconciled food, packaging & freight costs across locations·
Analyzed and reconciled accounts, including prepayments and

depreciation
·

Analyzed budgets for other teams·
Developed and maintained internal controls to ensure accuracy and

integrity of �nancial data
·

Supported implementation of ERP and provided ongoing support to

improve e�ciencies
·

Evaluated �nancial health of Illinois insurer's and identi�ed areas of

improvement
·

Conducted industry and market analysis to provide insight into

insurer's competitive position
·

Performed comprehensive �nancial analysis of insurer's current

investments
·

Conducted sensitivity analysis to assess the impact of changes in key

variables on insurer's �nancial performance
·

Prepared detailed reports for senior management providing key

insights into insurer's �nancial position
·

Provided recommendations for insurer's capital structure, resulting

in improved credit ratings and increased access to capital
·

Regularly collaborated with insurance company o�cials, industry

representatives and other regulators
·

Investigated potential compliance issues to ensure timely resolution

and adherence to Illinois state laws and regulations
·

Conducted audits to identify compliance risks and advised on

corrective measures
·

Monitored and evaluated regulatory changes to ensure fund policies

and procedures remained compliant
·

Dra�ed written reports of �ndings of a fund's policies and

procedures to ensure compliance with applicable laws and

regulations

·

Provided advice to management on compliance-related matters·
Analyzed types, diversity and weight of fund's investments·

Managed account valued at $18.5M, with retail sales totaling over

$100K per day
·

Managed over $100K in AR funds weekly, asset depreciation and

amortization
·

Developed and implemented internal controls to streamline

processes and improve accuracy of �nancial data
·

Analyzed �nancial data to identify discrepancies and trends that

could provide insight into operational performance
·

Provided guidance and training to sta� on accounting procedures

and best practices
·

Developed a system to track and monitor expenses, resulting in

improved cost savings
·

Managed multiple budgets.·
Directed administrative activities of Accounting support team·

Created and maintained an e�cient �ling system, resulting in a 25%

reduction in the amount of time spent searching for documents
·

Entered data and generated reports from various databases, ensuring

accuracy and completeness
·

Contributed to projects in developing marketing campaigns·
Answered and managed incoming calls, providing accurate and

timely information
·

Collaborated with Senior Director and Controller to relay crucial

information to corporate personnel, and third-parties
·

Expedited AR and AP processing through carefully managed

relationships with vendors and customers
·

Prepared and submitted expense reports in a timely manner·
Consistently demonstrated excellence in all areas, resulting in

promotion to Accountant in 2017
·

Developed and implemented procedures for accounts receivable

resulting in improved cash �ow and reduced past due revenue
·

Developed and implemented procedures for accounts receivable to

improve accuracy and reduce processing time
·

Reviewed order releases for accuracy, in addition to applications for

new lines of credit
·

Reconciled accounts receivable to ensure accurate �nancial records·
Successfully collected on past-due receivables in 30 days by building

relationships with customers and earning their trust
·

Ability to Work in a Team·
Ability to Multitask·
Attention to Detail·
TriNet Zene�ts·
Microso� 365·
Google Suite·
QuickBooks·
Guideline·
Expensify·
NetSuite·
Bill.com·
Xero·


