Cherrise L. Harper






 (312) 493-5287 / (312) 553-2818
Riverdale, Illinois 60827







charper2@ccc.edu

EDUCATION 
Harold Washington College







Fall -2012 - present
Essentials of Project Management 
· Organizational Strategies & Planning
Roosevelt University 







Graduate – SP 2009

Bachelors of Professional Studies 

·  Human Resource Management 
PROFESSIONAL EXPERIENCE

Accounts Payable Manager:







June 2005 - Present
The Foster Group – outsourced client to City Colleges of Chicago 
· Manage the day-to- day operations and workflow of  six Accounts Payable Personnel
· Analyze, monitor and adhere to City College’s policies and procedures to ensure timely and accurate processing of invoices
· Initiate the match & budget processes to convey a three-way match process
· Provide receipts of deliverable for Accounts Payable annual purchases and utility billing
· Reimburse employee travel & professional development expenses
· Approve & maintain staff attendance request records
· Assist Business Offices with scheduling and confirming travel arrangements
· Process HR/Benefits and Payroll (voluntary and involuntary) payments
· Reconcile accounts payable open liability and exception report
· Assist with preparation and review of 1099 reporting
· Review and approve wires, ACH’s and USBANK virtual card processes
· Select and hire staff; coordinate training, recommend appropriate disciplinary actions
· Research and/or supervise internal and external requests (FOIA, Audit, Levies)
· Evaluate and resolve vendor payment discrepancies, emergencies and holds
· Inform and encourage suppliers to participate in various payment options to increase the electronic payment enrollment

· Update vendor addresses and bank detail within the procurement master file database
· Transmit the weekly outsourced check file & administer stop payments & voids 
PT-Assistant to Event Coordinator/Chef:





Sept. 2011-Dec. 2012 
Tastefully Unique Affairs

· Assist with the overall functions related to the coordination and execution of an event
· Search for potential venue/site selection
· Requests bids from service vendors; florists, videographer & entertainment
· Assist coordinator with décor set up 
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Property Manager Assistant:






Jan. 2000 – Feb. 2004
Cook County Public Guardian – Adult Division
· Performed the administrative and daily maintenance of clients personal and real property
· Prepared the daily itinerary for  Field Property Investigators (five)
· Hired contractors to maintain & repair properties
· Processed invoices and finalize contractual payments
· Advertised Goods & Chattel sales
· Conducted case study meetings
· Recorded and deposited monies and items of appraised value
· Reimbursed local mileage expenses
Office Manager Asst. & Legal Assistant: 





June 1993 – Jan. 2000

Cook County Public Guardian -Juvenile Center
· Supported a fast-paced of team professionals on various administrative tasks (attorneys, paralegals and case managers)

· Typed all correspondence, subpoenas and motions
· Prepared the team of professionals daily court calendar
· Filed and delivered legal documents within the Appellate Court and Daley Center

· Organize and manage calendar, phone, mail, meeting requests, making and managing travel arrangements and itineraries. 

· Scheduled payment for new and renewed publications
· Purchased and managed office services functions (office supplies, filing, office equipment and messenger services & order luncheons)
· Facilities Management (maintain office space, schedule repairs and maintenance, prepare conference rooms for meetings)
· Liaison to New Hires scheduled orientation and trainings
· Dispense Payroll checks
Payroll Analyst:








Dec. 1987 – June 1993
City Colleges of Chicago - Payroll
· Complied with Federal & State payroll regulations, Union agreements & Board guidelines
· Processed Bi-weekly payroll
· Updated attendance system for faculty & staff
· Administer W-2’s
· Distributed payroll checks 
· Initiated stop payments and void request
KEY CREDENTIALS
Microsoft Office /Outlook/Excel





Office Management



Supervisory & Training 






Customer Service Skills

PeopleSoft Financials 8.9






Troubleshooter / Facilitator 

Riverdale, Illinois 60827
 
(312) 493.5287 / (312) 553.2818

charper2@ccc.edu
CHERRISE L. HARPER

References:

Carolyn Thomas, J.D.

Deputy Public Guardian of Human Resource
Office of Cook County Public Guardian

(312) 433-4300

Michelle Jackson, J.D.

Deputy Director of Human Resource

Illinois Department of Children & Family Services

(312)  814-0027

Glenda O’Neal, Chef

Creative Designer

Tastefully Unique Affairs

(708) 224-6443

