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Internal Auditor with outstanding work ethic and highly motivated to complete 
multiple tasks on time with 100% accuracy. A straight-forward communication 
style that maintains a productive work environment. Customer focused with a 
sincere, empathetic and appreciative approach to ensure satisfaction. High 
integrity and performing in a trustworthy and discreet manner while protecting 
confidentiality. 

FEBRUARY 2018 – PRESENT
INTERNAL AUDITOR - HILTON PALM SPRINGS

 Reviewing the detailed financial information submitted with proposals to ensure 
the vendor is not making an attempt to underbid a contract with the federal 
government.

 Performing a walkthrough to see how organization functions and notate 
instances of noncompliance with the companys own internal control policies.

 Performing contract audit on behalf of the department of defense acquisition 
community to identify any questioned costs.

 Performing reviews of court operations in areas of procurement to ensure 
compliance with various regulations as well as look for instances of fraud.

 Comparing the bank statements, reconciliation reports, deposit tickets, and 
cash receipts journal to identify any instances in which funds collected are not 
deposited to the appropriate financial institution.

 Reviewing the Citibank government purchase and travel card statements for 
any unauthorized purchases or inappropriate cash advance transactions.

 Reviewing various procurement documents to detect any instances of 
restricting completion among vendors for a particular good or service.

2007 – DECEMBER 2017
NIGHT AUDITOR - THE MONROE HOTEL

 Verified customers credit, and establish how the customer will pay for the 
accommodation.

 Contacted housekeeping or maintenance staff when guests report problems.
 Kept records of room availability and guests accounts, manually or using 

computers.
 Performed bookkeeping activities, such as balancing accounts and conducting 

nightly audits.
 Posted charges, such as those for rooms, food, liquor, or telephone calls, to 

ledgers, manually or by.
 Recorded the guest comments or complaints, referring customers to Managers 

as necessary.
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 Verified customers credit, and established how the customer will pay for the 
accommodation.

EDUCATION

Some College - (2005)

SKILLS

Word, Microsoft Office, 10-key, Multi-Line Phone System, Customer Service, Excel, 
Accounting Clerk 2, Cashier

2


	February 2018 – Present
	Internal Auditor - Hilton Palm Springs
	2007 – December 2017

	Night Auditor - The Monroe Hotel
	Education
	Some College - (2005)

	Skills

