Maria Bono

4791 Queens Way ∙Kunkletown, PA∙ 18058

570.350.8505 ∙ mbono49@yahoo.com

	EXPERIENCE
	

	
	Odyssey Specialty Vehicles                                                                                   
	Wharton, NJ

	
	
	

	10/2001-2/2015
	Finance Manager
	

	
	· Reported directly to President/CFO for 30 person company

· Managed entire lifecycle for over 6MM in annual accounts receivable from processing sales orders to invoicing and collections

· Managed 4MM in annual accounts payable in a tight cash flow environment

· Monitored and evaluated work in progress and job costing for irregularities and escalated to senior management as necessary 

· Responsible for day to day management of receivables factoring relationship including choosing relevant invoices, processing all paperwork, and reporting to management on balance outstanding

· Decreased payables collection period from 45 days to 26 days by transitioning from mailed invoices to electronic invoices and closely monitoring accounts receivable aging reports

· Reconciled all vendor and customer transactions in Quickbooks ensuring accurate daily reporting

	
	

	3/2003-2/2008
	Purchasing Agent, Title Clerk, and Office Manager

	
	· Responsible for purchasing and processing 3MM in cost of goods sold and shop supplies including raw materials, equipment, electronics, and tools

· Interfaced directly with vendors to obtain product information including determining technical specifications, negotiating pricing, and assessing lead times
· Determined purchasing strategy based on lead times and just in time inventory requirements
· Processed over 50 vehicles a year by working with automotive dealers to prepared all nonresident and resident temporary registrations, transferring titles, and processing all documentation
· Managed purchasing for all office supplies and resources

	
	

	10/2001-3/2003
	Customer Service Representative and Receptionist

	
	· Initial point of contact for customers and vendors and responsible for directing them to proper departments
· Maintained front office and reception areas to ensure a presentable and professional environment.

· Assisted sales departments as needed

	
	

	SOFTWARE
	

	
	Microsoft Office (Word, Excel, PowerPoint, Outlook and Access), MAS90, QuickBooks, Fish Bowl Inventory, QuickBase, eFactor, ACT

	
	

	EDUCATION
	

	
	John Adams High School 
	High School Diploma (June 1976)


