Norma Jean Frair
3834 Crow Hill Rd
Bouckville, NY 13310
315-893-7013 – home
315-750-5859 – cell




SUMMARY:

Motivated, Detail-oriented Accounting Department Manager with a verifiable record of accurate bookkeeping and skills in working with customers, other employees, vendors and management, offering a strong work ethic and determination to complete tasks in a timely manner.


HIGHLIGHTS:

· Accounts payable professional
· Accounts receivable professional
· General ledger accounting aptitude
· Effective time management
· Strong communication skills
· Complex problem solving
· Expert in customer relations

ACCOMPLISHMENTS:

Researched and resolved billing problems. Reduced invoice over payments. Reduced the open invoice cycle time by developing new dispute reporting procedures. Produced more account reporting data than required by taking on additional duties.

EXPERIENCE: 

1. Gatto’s Tires & Auto Service
          15 W Hibiscus Blvd 
          Melbourne, FL 32901
          321-676-2710 
          Employed from October 1997 – May 2015
Received calls and made calls to employees and to vendors. Verified details of transactions, including funds received and total account balances. Calculated figures such as discounts, percentage allocations and credits. Renegotiated payment terms with dozens of suppliers. Reduced time and costs and increased efficiency by introducing new accounting procedures. Processed an average of 3500 invoices per month for a large scale organization. Coded the general ledger and processed vendor invoice payments. Opened and assigned new client accounts. Coordinated approval processes of all accounts payable invoices. Balanced batch summary reports for verification and approval. Conducted month-end, and year-end balance sheets reviews and reconciled any variances. Rectified escalated accounts payable issues for employees and vendors. Researched and resolved billing and invoice problems.

2. Jim Rathmann Chevrolet
          801 S Harbor City Blvd
          Melbourne, FL 32901
          321-723-3611
          Employed from May, 1992 – October, 1997

Customer service representative, Service Department cashier, daily and monthly posting and reconciliations. Warranty claims processor, daily cash, check and charge deposits. Body shop clerk. Processing and posting customers invoices. Used car department. Converted hand-written invoicing over to computer. Resolved customer complaints. Payroll services for technicians, and office personnel. Varies duties assisting the Service Manager, Body shop Manager and the used car Dept Manager, such as memos, setting meetings, note taking and data entry.

EDUCATION:

Sherburne-Earlville Jr-Sr High School
Sherburne, NY, USA
General diploma – June, 1987

