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To gain a position with a prestigious company, utilize financial and administrative 
skills, to further experience and knowledge for both professional and personal 
gratification. Self-starter with determination to see any given task through to 
completion. 

EXPERIENCE

Senior Account Specialist II
ABC Corporation - JANUARY 1990 – APRIL 2000

 Processed all aspects of Route Sales Payroll such as bonuses, sick 
pay, vacations, overtime, and all other pay due to the salesman for 
multiple states.

 Handled a variety of local taxes and state taxes that pertain to the 
employees that paid.

 Processed garnishments and set up payments as specified on court 
order and state guidelines.

 Set up all union dues and initiation fees for union payrolls.
 Set up all direct deposits.
 Provided customer service to the Human Resource Dept.
 Trained new team members on payroll processes.

Senior Account Specialist 
Delta Corporation - 1989 – 1990

 Built and maintained a positive image of State Farm and State Farm 
Payment Plan through positive dialogue and relationship building with
ours.

 Prepare and distribute accounts payable checks.
 Manually prepare checks as needed for special purchasing Match 

invoices with purchase orders and purchase requisitions Balance and 
maintain all.

 ensure proper storing, organizing and disposal of previous years 
documentation Post invoices utilizing SAP software.

 Provided excellent customer service while retaining loyal customers.
 Targeted customers need to provide them with quality equipment and

the programming that fit their personal needs.
 I also did extensive troubleshooting to make sure equipment was 

working properly.

EDUCATION

 Accounting - (Copperas Cove High School US-Texas - Copperas Cove, TX)
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SKILLS

Graphics Design, Licensing, Website Design & Maintenance, SAP key user.
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