NIRITIANA PAZAH
10400 Farralone Avenue
CHATSWORTH, CA 91311
(818) 371- 6229

niritiana.ardouin@gmail.com
OBJECTIVE: I am a disciplined, enthusiastic and creative individual seeking opportunities to utilize my education, skills, experiences and provide an environment of learning and personal growth.

EDUCATION: 

Jan 2012-present
UCLA/Certification Program (INTERNATIONAL IMPORT/EXPORT MARKETING)
Sept    2009

West Valley Occupational Center, Woodland Hills, CA – Accounting  / QuickBooks Pro

2005 – 2006
INSEEC Business School, Paris, FRANCE – MASTER Human Resources and Social Relationship

2002 – 2004
ISCAM Business School, Antananarivo, MADAGASCAR – BACHELOR Accounting and Financial
INTERNSHIP:         July 2004 – January 2006
· RCBF Consulting, Paris, France:
Recruiting IT skilled candidates
· AXA Insurance, Paris, France:  Junior Communication Responsible
SUMMARY OF QUALIFICATIONS

· Windows XP, Mac OS X, 40 wpm Microsoft Office: Word, Excel, PowerPoint, Outlook

· Professional software: SAP Ecc.6, PeopleSoft, QuickBooks

· Professional communication verbal and written, office procedures
· General ledger and auxiliary accounting
· Bilingual English  / French
WORK EXPERIENCE
April 2012 – September 2013  
BANK OF AMERICA—THOUSAND OAKS, CA
Financial Analyst
· Responsible for the daily/monthly reconciliation of bank accounts/general ledger accounts related to mortgage servicing.

· Developed skills to research and resolve the complex issues and maintain the assigned accounts current. Full working knowledge of Servicing processes, Database Queries (SQL)

· Initiates projects and alternatives to improve operations efficiency. Provides guidance to associates within unit regarding procedural, technical and/or operational changes.
Mortgage Servicing Specialist

· Processing routine transactions, documenting loan history, responding to customer, investor, or other 3rd party inquiries
· Researching and/or preparing documentation, or analyzing requests in accordance with established guidelines and determining appropriate course of action
· Preparing daily transactions including wire processing, payoffs, cutoffs, cash remittances, and research 
October 2011 – March 2012

ALL STATES MEDICIAL EQUIPMENT—SIMI VALLEY, CA
Accounting Clerk / Assistant
· Managing daily and weekly sales reports

· Accounts payable/Accounts receivable
· Updating daily, monthly and annual Sales for all existing vendors, data processing
· Preparing monthly closing and assist with on-going projects
October 2009 – February 2011
HEAVY METAL INC – CANOGA PARK, CA
Bookkeeper/Human Resources Assistant
· Accounting/accounts receivable/payable, banking deposits on multiple accounts, updating bank reconciliation, handling in/out domestic and international wire
· HR: Preparing payroll, quarterly attendance report, wage report and auditing 
· Data processing: Creating shipping labels, tracking shipment and updating weekly aging report

· Customer Service: investigating problem invoices, closed orders, shipment and stock inventory
March 2007– June 2009

IT CONSULTING, PARIS, FRANCE
SAP Consultant
· Defining asset and investment customize data core model

· Preparing and organizing workshop, 5 presentations per month

· Managing key users support and final documentation
· Supervising of exchange between sale point and warehouse
February 2006 – February 2007
ADECCO & ADIA, PARIS, FRANCE



Assistant Manager / Customer service representative (INSURANCE COMPANY)
· Writing of specification and reporting by using Microsoft windows and excel

· Coordinating meeting and PowerPoint presentations
· Organizing manager agenda by using people soft, administrative support
· Identifying policy type into the computer system, and assessing customer request

· Executing document for new client and update information client stock, 60% - 75% per day
