Shalonda wells
602 Camary Ct SE  ( Conyers, GA 30094 ( 334-419-1685( shalondawells@yahoo.com
Objective
· Dedicated and technically skilled business professional with a versatile administrative support skill set developed through experience as an office manager, and bookkeeper.

· Excel in resolving employer challenges with innovative solutions, systems and process improvements proven 
to increase efficiency, employee satisfaction and the bottom line.

· Offer intermediate computer skills in MS Office Suite and other applications/systems.

Key Skills

	Office Management
Bookkeeping & Payroll

MAS 90 & MAS 200
Accounts Payable/Receivable
Managing Invoices
Cash handling
	Report & Document Preparation

· Cash Receipts and Expenditures
· Accounts Reconciliation and Balancing
· Deposit slips preparation
· Records Management
	Inventory Management
Teambuilding & Supervision
· Staff Development & Training
· Employee Performance Evaluation


Experience

	Park Place Nursing and Rehabilitation Center, LLC, Selma, AL
	2001 to 2014


Office Manager, 2009 to 2014
Bookkeeper, 2009-2014
Repeatedly promoted during 12-year tenure with Park Place culminating in current responsibility for coordinating all office functions and supervising a team of four administrative professionals. 
Results:
· Established and balanced a variety of accounts by means of manual and automated systems
· Maintained general ledgers and prepared financial statements
	Alford & Associates, Selma, AL
	2007-2008


Receptionist/Administrative Assistant
Serving as an administrative assistant to VP of company, handled busy phone system, functioned as primary liaison to customers and ensured a consistently positive customer experience. 
Results:

· Helped with customer satisfaction

· Quickly became a trusted assistant to the company’s vice president, executive staff and office manager and earned a reputation for maintaining a positive attitude and producing high-quality work.

Education

Faulkner University                     Montgomery, AL                                 BBA Business Administration
Wallace Community College       Selma, AL


        AAS Accounting
