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OBJECTIVE:
To find an accounting position that that utilizes and incorporates my education and work experience in accounting, administrative assisting,  and payroll administrator.

EDUCATION:
Jan./2009-Sept./2010
Elmira Business Institute
Associates degree- accounting	

EMPLOYMENT HISTORY:

April 2015-Present
Bothar Construction LLC 
Accounts payable clerk 
●   Code and input all invoices
●   Print checks for all invoices due
●   Reconcile statements monthly
●   Monthly fuel and asphalt adjustments

May 2013-April 2015
Maines Paper and Food Service
MIRO Imaging Representative
· Process accounts payable invoices
· Receive all paperless invoice
· SAP processing system

October 2012- April 2013
Greek Peak Inc. and Hope Lake Investors
Payroll administrator
· Administer payroll for both Greek Peak payroll and Hope Lake lodge
· Print payroll 
· Weekly tax reports
· Payroll Transfers flex plans, banking, weekly taxes, child support and  
· Quarterly taxes
· End of year taxes 
· Create all payroll reports 
· Quick books payroll system
· Reconciling accounts
· Net to owner accounting







September 2010-October 2012
Baden-Powell Council, Boy Scouts of America
Accounting Assistant
· Post fundraising payments and pledges
· Input accounts payable and process checks
· Data entry
· Customer service
· Filing

June 2010- September 2010- Externship
Baden-Powell Council 
Boy Scouts Of America
	
· Reconciled Bank Statements
· Accounts Payable
· Processing invoices
· Data entry
· Filing
· Non-profit  accounting
· Fundraising
· Crosstie accounting software


 








































                                                                                                                                               















