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Dedicated, energetic, dependable person offering over 40 years of experience 
achieving success in a variety of careers. Offer strong extensive skills and knowledge
in office administrative, financial, along with multiple types of communications. 
Abilities to prioritize, complete multiple tasks, and maintain extreme resourcefulness 
gathering new ideas while finding solutions.

EXPERIENCE

Financial Operations Specialist
ABC Corporation - AUGUST 1999 – FEBRUARY 2015

 Experienced to do research and analyze various techniques, 
regulations, policies, and procedures.

 Experienced with the Federal budget process communicating 
trends/patterns, apply statistical techniques to complex issues.

 Analyzed documents, make recommendations, and interact with a 
diverse group of employees or management on financial forms 
providing extensive knowledge of financial practices, procedures.

 Assisted over 150 Agent &amp; support personnel through multiple 
communications offering knowledge of rules, regulations on financial 
documents providing daily instruction on preparation, budget 
balances, travel regulations, case file numbers, classification 
descriptions, and commercial expenditures.

 Provided indirect supervision to finance staff/administration for timely
submission.

 Examined for completeness/accuracy before obligating funds.
 Independently developed file system, participate in monthly, 

quarterly, semi-annual audits, provide back up for Financial Manager 
position, maintain purchase card statements.

Financial Operations Specialist 
Delta Corporation - 1995 – 1999

 Solely responsible in finding and collecting the revenue of more than 
$4 million and also assisted the financial team at Department of 
Community .

 Set up MoneyLink Transfers (Electronic Funds Transfers) for Charles 
Schwab Customers and also dealt with confidential customer 
information.

 Contacted customers for missing/invalid information in order to 
completely process the request, or if request could not be processed, 
contacted .

 Assisted other departments when all MoneyLinks were completed 
early, helped with various research tasks.

 Process bi-weekly payroll, maintain all garnishments and deductions 
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and reconcile to GL, AP Payroll, process Prudential Retirement for 
employees (.

 Managed a portfolio of accounts based in the UK Collection of large 
key accounts and managing deductions Responsible to provide 
monthly Excel .

 Worked with a team of specialized mortgage professionals that served
and supported 1,400 employees, attorneys and title/appraisal agents.

EDUCATION

 MS

SKILLS

Strong Computer  MS Office Concur Travel And Expense Fluent In German.
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