SUE POST
617 West Maple Street

Edgerton, MN 56128

(507) 442-3021

susanannpost@hotmail.com
SKILL PROFILE

Hardworking, Organized, Trustworthy and Honest, Dependable, Attention to detail; Uses analytical skills; Experience with QuickBooks, ,Great Plains, Excel, Word programs; Experience with office equipment; Uses email & Facebook
EXPERIENCE & ACCOMPLISHMENTS

Election Judge for Osborne Township of Pipestone County (2006 to present)
CNA at Edgebrook Care Center, Edgerton, MN 56128 (7/5/2007 to 4/25/2009)
·  Provide night cares for residents; chart these on the handheld computers.
Staff Accountant, Mouw’s Feed and Grain, Inc., Leota, MN (10/2002 to 1/2006)
· Input received on account payments. Reconciled accounts payable and aged accounts receivable.
· Prepared end of year workpapers (I expedited the 1099 interest reconciliation by using the monthly interest payable spreadsheets).
· Performed daily closing while monitoring gross margins (this resulted in the recouping of over $7000 for under priced goods sold).

· Input inventory using Great Plains Purchase Order module including reconciliation to the billed quantities and unit costs and freight costs.

· Developed and shared many Excel spreadsheets for facilitating procedures: e.g. reconciliation of payroll withholdings to insurance bills.
· Responsible for monthly financial statements

Staff Accountant, Meulebroeck, Taubert, & Co., PLLP, Pipestone, MN (8/98 to 4/2002)
· Did payroll reports for several clients.

· Prepared W-2’s and 1099’s after reconciliation to filed payroll reports.

· Performed bookkeeping for several clients.
· Performed testing and prepared work papers as an audit team member.

· Input individual and corporate/partnership data into tax software.

· Prepared amortization schedules.

Livestock Clerk, Hormel Foods, Corp., Edgerton, MN (Dec ’89 to Aug. ’98)
-     Computed, wrote, and signed checks for livestock.

· Maintained records including confidential files.

· Answered the phone, expedited livestock procurement for relief buyers.

EDUCATION


Southwest Minnesota State University, Marshall, MN


Degree: BS Accounting, May, 1998; BA Math/Chem, 1974 cumulative GPA: 3.96
CURRENT VOLUNTEER ACTIVITIES
Lector in church and Treasurer of the church women’s group, member of parish finance committee, member quilt group 

