Patrick Hughes

(828) 863-4972
delita@windstream.net
Objective:
To acquire a career position in a Clerical function
Experience:
2011 ( 2012

The Hiring Authority


Spartanburg, SC
· Scanning of hard copy documentation into Adobe PDF files for archiving
· Logging of customer product complaints into a Microsoft Access database
· Editing of customer pricing using QuikQuote 6
· Miscellaneous data entry projects using both Microsoft Access and Excel

2009 ( 2011

Sunny Creek Farm


Tryon, NC
· Validation and entry of accounts payable vendor invoices using QuickBooks
· Recording of completed bank deposits from customers into QuickBooks

· Entry and editing of customer product orders using QuickBooks

· Web site entry and editing of completed delivery orders for Bi-Lo, Harris Teeter and Kroger
· Phone support for vendor invoice and customer inquiries
· IT support for other office users of Microsoft Office (Excel and Word)
· Filing, faxing, photocopying, printing
· Backup general phone support



2008


Personnel Solutions


Spartanburg, SC
· Audited warehouse inventory
· Pulled inventory samples for Customer Service and other departments

· Coordinated testing of new product samples from foreign vendors

· Audited new catalog proofs to determine invalid products
· Recorded weights for new products 
2001 (
 2007

Adecco



Montvale, NJ






Comforce Staffing Services

Paramus, NJ






Express Personnel Services

Oakland, NJ


· Performed database entries, searches, deletions, and queries using Microsoft Access
· Processed incoming vendor invoices as accounts payable transactions
· Created and edited Microsoft Excel Workbooks for accounting, archiving and database purposes

· Created, edited, formatted and proofread Microsoft Word Documents

· Performed mail merges using Microsoft Word, including proofreading and editing mailing list data
· Performed data entry using other Windows-based applications, including American Technical Services

· Processed commercial property loans using NetOxygen

· Performed customer service transactions involving cash, credit cards and personal checks
· Performed miscellaneous office duties including archiving, collating, copying, filing, mailings and scanning


Clients serviced include:

· CNBC 

· J. P. Morgan Chase Manhattan
· KPMG LLP
· Kumon North America
· NEC Financial Services
· New Jersey Multiple Listing Service

· Sony
· Stryker Howmedica Osteonics



1999 — 2001

  KPMG LLP



Montvale, NJ

Worked in the Internal Accounting, Accounts Payable, and Human Resources divisions of the firm.  Duties included the following:

· Entry of invoice records into the firm’s database

· Verifying invoices for approval and coding; correcting invalid codes (account, department, product, and business unit) 

· Resolving other invoice issues by phone and e-mail contact with vendors

· Modification of employee status within the firm including: change of business units, product values, geographic designations, hours worked per week and terminations

· Recorded and processed documentation to be scanned into Vista for the firm’s Human Resources Services Center in Dallas, Texas
· Resolved employee issues regarding PeopleSoft coding and pay discrepancies 

· Created and distributed via Outlook bi-monthly reports of terminated US001 employees to be used in connection with canceling Diners Club accounts  
· Created bi-monthly presentations showing statistical data of all transactions processed under the Client Services Support Service Team
Applications:



(          Adobe Acrobat






(          Adobe PhotoDeluxe 






(          BluVista







(          Intuit QuickBooks 









(          Microsoft Disc Operating System






(          Microsoft Office (Access, Excel, Outlook, Photo Editor, PowerPoint, Word)






(          Microsoft Publisher






(          Microsoft Windows






(          NCH Swift Sound WavePad






(          Opera







(          PeopleSoft







(          QuikQuote







(          SAP







(          Siebel Sales






(          Xnews
Education:
1998


Computer Learning Center
Paramus, NJ






Electronics, Computer Applications & Networking Technology



1979


Bergen Community College
Paramus, NJ






General Equivalency Diploma

References and 

Complete Experience History:
Available upon request
