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3109 N. Parham Rd #36, Henrico, VA 23294
Home: (804) 562-0730 - Cell: (804) 728-8353: indiabrandon24@gmail.com
Summary

Detail-oriented and self motivated accounting professional with 10+ years experience seeking a stable working environment with the opportunity for continuous growth within an organization. Comfortable with & able to utilize evolving computer technology.  Possess proven track record of being able to adapt to changing priorities, ability to work under pressure and meet tight deadlines.
Highlights

· Expert in Microsoft Office Software
· Experienced utilizing QuickBooks Pro Software
· Auditing methodology
· Working knowledge of Payroll Tax Regulations and Federal/State Tax preparation
· Budget development and financial reporting
· Knowledgeable in Cash-flow report generation
Accomplishments

Accounting Skills
· Ability to streamline accounting processes, reconciliations and analysis.
· Assisted Corporate executives in re-forecasting and budgeting departmental expenses

General Ledger Accounts 
· Prepared monthly journal entries and supporting schedules

· Reconciled complex general ledger accounts monthly, including research and resolution of discrepancies 

Experience

Bookkeeper
2001 to 2006
Sacred Heart School – Danville, VA
Duties:  Accurately closed monthly general ledger and prepared forecasts, plans and actual results; executed accounts receivable reporting enhancements and reconciliation procedures; participated in month end, quarter end and year end closings; prepared income statements and balance sheets for analysis; reconciled bank statements to the books; responsible for confidential information such as pay rates, pay grades and bonus targets

Financial Analyst
1991 to 1993
American Express – Greensboro, NC
Duties:  Maintained and enhanced financial systems and reporting mechanisms; participated in internal and external audit process; compiled with internal controls and best practices; responsible for the coordination & completion of one or more projects which ranged from the moderate to complexity in scope, risk and/or organizational span; processed & analyzed financial transactions to prepare detailed statements and reports; assembled spreadsheets, draw charts and graphs used to illustrate technical reports
Financial Analyst/Corporate Auditor
1986 to 1991
Philip Morris Management Corporation

Duties:  Analyzed and assembled data to prepare reports covering complex financial transactions; created, maintained and updated financial databases and spreadsheets, and generates various financial reports as required; performed monthly analysis & reporting of budget to actual cost/revenue/profit comparisons; responsible for various financial functions such as analysis, revenue forecasting, monthly/quarterly direct cost & overhead cost review; supported all audit activities for both internal and external audits; provided program support to senior management team; developed solutions to complex problems which required the regular use of ingenuity and creativity; assisted in other accounting projects as requested; work performed without appreciable directions

Education

Colorado Technical University 
Colorado Springs, CO, USA
Health Administration Services
Associates
Widener University 
Chester, PA, USA
Business Administration
Bachelors of Science
Volunteering Bon Secours St. Francis Medical Center Present
Midlothian, VA
Main Entrance Information Desk at the Cancer Institute
