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The Accounting Specialist assists the Business Manager by establishing, directing 
and supervising a system of controls for budget execution and all financial 
accounting at Reach.

MAY 1995 – AUGUST 1999
ASSIST. ACCOUNTING SPECIALIST - ABC CORPORATION

 Moved within the same department but had several different positions over my 
tenure.

 Managed the acquisitions for the company.
 Researched and fulfilled needs in the most economical and practical way.
 Assisted other Accounting Specialists and other departments within SCG as 

needed.
 Maintained and ordered general supplies.
 Assisted Human Resources including payroll and the calculation of time cards.
 Performed basic maintenance of all office machinery.

1990 – 1995
ACCOUNTING SPECIALIST - DELTA CORPORATION

 Currently working for a company reconciling bank accounts for a portion of the 
business that was taken over and declared bankruptcy.

 Duties included reconciling all bank accounts (approximately 18) from 2009 to 
current, researching all outstanding items, correct all account errors, .

 This position was originally a 3 month assignment that has turned into an 
indefinite assignment.

 Process customer invoices and ensures billings are processed timely and 
accurately - Ensures customer collections are met within terms - Investigate .

 Process daily, monthly, quarterly invoices to customers - Process credit card 
payments - Facilitate new customer account set up and run D&amp;B - .

 Reconciling monthly affiliates account - Make daily collection calls and maintain 
an accurate aging report - Process debit and credit memos in .

 Filling federal withholding, Payroll Taxes Disbursements Letters Reconciliation of 
complex Bank Accounts Reconciliation of General Ledger Accounts .

EDUCATION

Arts &amp; Sciences - (Lamar Community College - Lamar, CO)
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SKILLS

Microsoft Office Packages, Tally.
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