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I am a results-oriented professional with experience in the Accounts Receivable department as well as Project Management for a construction based company.  My professional career began at Counter Intelligence, Inc. as an Accounting Clerk, I was promoted within months to the Manager of the Accounts Receivable department for which I took an enthusiastic leadership role.  With minimal supervision, I thrived as Manager and succeeded in keeping a firm hold on the financial well-being of the company.  As the Accounts Receivable Manager, I was entrusted with a high-degree of responsibility and succeeded because of my knowledge, organization and self-motivation.  Becoming a leader in this department has also given me the opportunity to manage others in the Accounting department. Because of my success as an accounts manager, I was promoted to Project Management and gained valuable experience in another facet of the business. This new opportunity in Project Management allowed me to gain valuable skills working directly with customers on a daily basis.  Because of my practical business skills, strong communication and leadership skills, I am interested in making a difference at your company in Marketing or Sales, Accounting and Business Management.
	PROFESSIONAL SUMMARY

	· Demonstrated Project Management experience keeping jobs on-time and on budget

· Proven skills managing Accounts Receivable on a daily basis

· Thrived when facing daily challenges within a fast-paced work environment

· Clear and confident verbal and written communication skills 

· Superb leadership in any situation, and easily adapts to new situations.  In charge of others in multiple departments and called upon to make decisions and manage others
· Willing to learn and grow, passionate about success

· Eager to achieve a challenging position that helps your business thrive while allowing me improve myself professionally

· Incredibly reliable and a committed team player

	TECHNICAL SKILLS

	Excellent computer skills, including deep knowledge using Microsoft Office products, such as Word, Powerpoint and Excel.  In addition, solid experience using Quickbooks to organize and track transactions and balance incoming funds. Efficiently used custom CRM to manage customer workflow on a daily basis.  



	WORK EXPERIENCE

	Counter Intelligence Inc.,▪ Silver Spring, MD


Project Manager

· Responsible for the day-to-day management of construction jobs to ensure services were delivered on-time and on budget.

· Managed construction jobs through direct interaction with customers as well as construction contractors.

· Responsible for keeping organized daily project schedules and managing others to optimize fellow workers output on a daily basis.

Accounting Manager

· Responsible for managing all incoming money, from accounts as small as homeowners and as large as nationwide corporations; such as Home Depot.

· Required to balance financials in the Accounts Receivable department of the company daily.
· Manage others including current accounting clerk and receptionist in order to maximize efficiency within the department.
7/2010-10/2011
Henrico County Public Schools,▪ Henrico, VA


Assistant Coach – Boys Varsity Soccer

· First Assistant Varsity coach.  Coaching included organizing and running practices and managing games.

· Main focus was to lead by example by showing young student-athletes positive habits in sports, school, and life.  

2/2010-6/2010

   

	EDUCATION

	Randolph-Macon College, Ashland, VA

BA in Political Science with an emphasis in Communication Studies, May 2010

	HONORS / AWARDS

	Presidential Scholarship, a merit-based scholarship received all four years

Three Year Letter Winner – Men’s Soccer at Randolph-Macon College


