CINDY STRUNK

5878 East 163rd Ave.
Brighton, CO  80602
303-506-3817
iowa355@msn.com
	ACCOMPLISHMENTS:
SKILLS:
	Processed hundreds of payments for Mentoring Children of Prisoners Grant, a large Government Grant from HHS.
Processed thousands in deposits from National Fundraising Events and Nonprofit Auctions
Contributed to Landmark Graphics by marketing Landmark’s software and training/consulting services using mailings, web page development and customer contacts.

SAP, MAS90, SAGE MIP, Great Plains, PeopleSoft Financials, Quick Books,  ADP Pay eXpert, ADP HR/Benefits Solutions, MS Access, MS Project, MS Power Point, MS Excel, Workamajig

	

	Work experience:

	
	Accountemps                                                                                                                                           3/2011 – Present

picoSpin, Boulder, CO

· Payables, Receivables, Payroll, Human Resources
· Process Payroll
· 1099’s & W-2’s
The National Mentoring Partnership         Staff Accountant     Alexandria, VA                                7/08 to 8/09
· Process Accounts Payables, Accounts Receivables and invoice generating
· Process ADP Payroll Bi-Monthly for 60 employees
· Records cleared checks in the MIP accounting software and entry of designated cash receipts

· Process Credit Card receipts

· Prepare and post Journal Entries to the General Ledger
· Assist in Month End and Year End Closing process

· Complete Charitable Filing in which company is registered
· Prepare and post deposits
· Assists with data entry of budget into MIP accounting software and setting up budget spreadsheets in Excel
· Assist with audit preparation

· Prepares 1099s; establish systems that identify vendors and payments subject to tax reporting 
· Mentoring Children of Prisoners Grant:  Working with program staff, verify supporting documentation for vouchers and process approved vouchers for payment
· Maintain the organization’s file of original active contracts. Responsible to ensure consultants are evaluated and payments to contractors are made in compliance with their contracts. 
University of Iowa Hospital & Clinics        Payroll Assistant/Scheduler                                        02/08 to 4/08              
· To provide direct administrative support to the Children's and Women's Services Supervisory Unit and 
staff including but not limited to the following: 
· Maintains current unit time scheduled reflecting all hour changes and adjustments. 
· Enters payroll adjustments. 
· Maintains divisional staffing coverage and assist with obtaining coverage in staffing emergencies. 
· Enters and reviews unit staff schedules for 100 plus employees
· Maintains personnel records including vacation, overtime and holidays
· Maintains and processes records pertaining to staff attendances. 
Farmers Reservoir & Irrigation Co.          Bookkeeper                                                                  12/02 to 5/07
· Accounts Payables, Accounts Receivables & Payroll

· Payroll Taxes – Monthly, Quarterly and End of Year, W-2’s/1099’s
· Account Reconciliation & Journal Entries

· Bill Backs to various companies

· Human Resources/Insurance/Simple IRA, Expense Reports                
Floral Works                Accounting/Human Resources/Accounts Payables /Receivables          7/01 to 2/02                                                                                                     
· Invoicing of company sales 

· Invoice and reconcile bulk shipping report to general ledger

· Cash receipts administration

· Contract coordination with customers and material suppliers

· New employee processing and payroll administration

· Maintain confidential personnel files.
Landmark Graphics         Training/Consulting Coordinator                                                           3/00 to 4/01
· Administrate student sign-ups, confirmation letters and debit/credit memo’s on SAP

· Maintained and updated the company training website using MS FrontPage

· Manage trainers/consultants schedules, travel, meetings, conference calls, etc.

· Maintain ONYX database: update consulting/training customers for business development

· Marketing product/services using mailings, customer contact and website development

· Reconcile training and consulting revenue reports using SAP

· Conducted various special projects involving budgeting, tracking of consultants’ time, etc.

· Worked with department managers on budget forecasting

· Invoice clients for training/consulting using SAP

· Duplication of internal and external course materials

· Managed consultants billable hours for Texaco Project 

	
	

	EDUCATION:
	CU Denver –  NACSE Associate Network Specialist – February 2001


Western Iowa Technical Community College, Sioux City, Iowa


