
Amanda L Brown
1614 4th Ave NE
Rochester, MN  55906
507-226-6751
pandabear464@hotmail.com

                                                         

Experience: Byron Marketplace	
                       Deli/Waitress/Cook
· Prepare customers orders
· Deli work
· Help customers 
· Breakfast cook
· Fill in waitress

                       QPP
		Factory Line Worker  
· Removing pig feet using electric saw.
· Ensure that area was clean.
· Assisted in clean up of other areas as requested.

Cardinal of Minnesota, Ltd
Bookkeeper
· Primary responsibility included maintaining numerous Accounts Payable vendor accounts, which included reconciliation of month end statement balances.
· Coding and posting incoming Accounts Payable receipts from program sites into accounting systems.
· Inputting detail information related to maintenance logs submitted to appropriate accounts.
· Transferring manual data related to timecards into an Excel workbook.
· Transferring data related to vehicle mileage into an Excel workbook.
· Post incoming Accounts Receivable to correct customer to accounting systems to ensure accurate customer receivable balances.
· Compile accrued payroll using Excel and posting to QuickBooks.
· Inputting company budgets by department into QuickBooks.
· Resolving problems as they related to the information received from program sites with program managers.
· Reconciliation of bank accounts.
· File maintenance.
· Performed Receptionist duties when needed.



Additional Qualifications: Microsoft Excel, Word, QuickBooks, Gmail, Outlook, Ten Key	
                                             Quick Learner, Team Player, Problem Solver, Hard Worker.

   
Education:	Rochester Technical College – Pursuing Teachers Degree. 
High School Degree 
