Dawn Meyers
Phillipsburg, NJ
908-329-8500
tylerrae2011@hotmail.com



SUMMARY

Experienced Bookkeeper/Financial Administrator/Office Manager with excellent organizational, problem solving and prioritization skills. Proven ability to assume increased responsibility with willingness and ability 
to learn. Positive team player with excellent interpersonal and customer skills. QuickBooks, Microsoft Excel, Word and Outlook.  
SKILLS

Accounts Payable: Responsible for entering new customer information in QuickBooks. Responsible for petty cash and reconciles bank statements.  Researches and analyzes supplier accounts to solve problems. Enter purchase orders as necessary. Review supplier acknowledgement for accuracy. Match purchase orders to material invoices and approves for payment taking advantage of all discounts and other payment terms. Reviews, validates and codes non-inventory invoices. Reconcile inventory discrepancies and material disputes.  Purchases and maintains inventory of office supplies.  Responsible for office machine maintenance.  Open and route incoming mail, answer correspondence and prepare outgoing mail.

Accounts Receivable: Initial review and updating maintenance of all new customer account forms, terms of credit, credit application, etc. Credit checks of all new customers and ensuring proper documentation is on file. Process credit applications by contacting customer references. Paper and paperless invoice processing. Application of cash sales and credit card transactions to appropriate accounts. Periodic credit reviews of customers. Assist in setting terms and credit dollars for all new customers. Daily reporting regarding past due accounts. Collection of any past due accounts. Maintaining customer and/or sales rep. relations in regards to collections on past due accounts and short paid/deducted invoices. Maintaining customer “account status” in our system (credit warnings, credit hold, etc) and communicating status with sales reps. Process customer orders thru Invoice.  Respond to internal and external customer inquiries including vendor statement reconciliation. Creating and validating Credit memos. Excellent customer relations via phone and email. Research/Resolve customer disputes. Maintained extensive customer files. Credit card processing, Credit and collections, Bank deposits and reconciliations.

Payroll: Process payroll with necessary deductions, payroll taxes, health insurance, review and verify employee expenses. Maintained extensive employee files and records. Monitored 401k and compiled commission reports. Implemented new company policies. 

Management: Responsibilities include managing employees within various functions, including establishing performance management standards, upgrading the talent base, defining each function's direction and providing leadership. Assisted with yearly budget and forecasting.








PROFESSIONAL EXPERIENCE

Atmos Inc.  Allentown, PA
Bookkeeper/Financial Administrator 10/14 – 6/15

AmeriStar Energy LLC. Perkasie, PA
Accounting and Office Manager 4/2012-7/2013

Carol Morgan Design, LC, Easton, Pa
Bookkeeper/Office Manager 2/2010-7/30/2013

The Barrett Company, Millington, NJ
Bookkeeper/Office Manager 12/07-12/09

EDUCATION

Warren County Community College, Washington, NJ - Computerized Accounting Certificate Program 
	
Warren County Community College, Washington, NJ - Supervisory Management Certificate

Metrix Learning – Integrated eLearning Course - Accounting/Business Certificates



image1.gif




