Jill McGee
303-819-2654 
jillm115@yahoo.com

Who Am I?

I am a highly detailed, extremely organized individual. While my passion is Accounting, I find that any aspect of a job that challenges me greatly benefits me. Having great experience with Accounts Payable, I find that learning new traits in any career will only further my knowledge and create a better individual. 



What Have I Done?

Office Management					August 2011-Present
Return Path

Key Accomplishments
· As the key hub to our organization I take charge and make sure everything is running smoothly
· Amongst stocking the café and ordering lunches I created the Café Committee to ensure all changes in the café run smoothly. Our group continues to find new caterers the majority will enjoy and we consistently rotate the café snacks to keep a variety. 
· Continue to work on a feedback program for the café in order to ensure the lunches run smoothly
· With over 300 employees, I am in charge of issuing Monthly Awards to each and every person. On a daily basis I track and confirm, when monthly I issue each award. Work closely with other coordinators all over the world in order for everyone to receive the correct awards and amounts.
· Work with various groups in the organization:
· People team – built up the new awards program, new hire packets
· Onboarding – onboarding materials, new hire bios
· Accounting – weekly expense reports, printing and checking for the accounting department





Manager, AP/AR		           		February 2006 – January 2011
Joseph Jingoli & Son Construction, Inc

Key Accomplishments: 
· Processed large volumes of invoices for Multiple organizations under JJS
· Coded invoices and data entry (Sage Timberline Office)
· Processed Accounts Receivable invoices
· Performed data entry of monthly billings and customer billings
· Processed and handled all cash receipts
· Balanced General Ledger
· Processed Bank Deposits, Reconciliations, and monthly financial reports including cost report, trial balances, balance sheet and income statement


Server				      		October 2002- October 2012
Red Robin Restaurant	

Key Accomplishment:
· Server in a high volume restaurant dealing with all aspects of customer service
· Certified Trainer
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Accounts Payable Coordinator		June 2001 – July 2004
Futura Group, Inc.	

Key Accomplishments:
· Managed accounts payable for 13 different locations, reconciled all invoices due and owing
· Used QuickBooks and MAS200 operation systems for accounts payable
· Supervised location administrators in day to day accounts payable
· Trained location administrators on MAS200 operating system

EDUCATION
Bachelor's Degree in Business
The Richard Stockton College of New Jersey

COMPUTER SKILLS
Microsoft Office, Windows, MAS200 and Timberline Accounting system
