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QUALIFICATIONS SUMMARY


Over ten years experience as a manager dealing with accounting, process improvement, and operations in the accounting field. Proven leadership and communication skills enable me to be an effective accounting manager. Ability to analyze operations in order to develop and implement process improvements. Expertise in computer application-based problem solving, accounting, financial analysis, budgeting, project management, and operations supervision.  

COMPUTER SKILLS
Proficient in several software applications including: Microsoft Office (Excel, Word, Access (Certified by Microsoft as Expert), Power Point, MS Binder, Outlook), M&D Accounting, PeopleSoft, PC Link, MS Visio, Crystal Reports 8.0, Lotus 1-2-3, WordPerfect, and WP Presentations. Experienced in MS. Visual Basic 6.0, web page development and maintenance.

MANAGEMENT EXPERIENCE
August 1999 – Present
R.R. Donnelley & Sons Company, Nashville, TN




General Ledger Manager, Nashville Shared Services Center, Promoted Aug. '00
· Served as Co-Team Lead from October 2000 through April 2001.

· Direct supervisor for an accounting staff of ten.

· Improved account reconciliation turn-around time and lowered rejection rate by approximately 5%.

· Reviewed and approved all balance sheet account reconciliations for 28 Divisions.

· Developed and implemented Accounting Service Level Agreements with our Divisions.

· Developed an accounting process for tracking and extracting data from mainframe to PC for reporting company wide EH&S spending.

· Team Member for company wide Accounting Standardization initiatives: JIDs, Accounts, System Maintenance. Report to VP of Strategic Cost Management.

· Worked with Corporate IT to develop Upload Data Set to reduce keying time by over 50%.

· Developed, implemented, and managed a tracking database to monitor system maintenance.




Accounting Analyst, Nashville Shared Services Center, Nov. '99 
· Co-developed a database for vacation accrual accounting.

· Special project work on system and process improvements: PC to Mainframe Communication 

June 1995 – July 1999
Vanderbilt University, Nashville, TN

Accounting Manager, Department of Anesthesiology, Research Division

· Managed accounting for over 1.5 million dollars in extramural research funds.

· Reconciled monthly ledger reports and prepared journal entries. 

· Set administrative goals and priorities for long-range strategic planning. 

· Supervised post-doctoral fellows and administrative staff.

· Made personnel decisions, including leave tracking and benefits.

· Developed and managed the annual division budget as well as reporting budget to actuals.

Accounting Assistant, Department of Molecular Biology
· Managed the accounting of over sixty grants, contracts, and budgets.

· Prepared budget and grant applications for final approval.

· Streamlined the financial reporting system for faculty members.

Dec. 1991 - Jun. 1994
Jeffrey B. Tanner Sales & Management, Inc., Lake Wales, FL 




Operations Manager

· Managed accounting and reporting for the company.

· Developed and monitored purchasing and personnel budgets.
EDUCATION

Belmont University, Nashville, TN 
          Polk Community College, Winter Haven, FL
Degree:  Bachelor of Business Administration        Degree: Associate of Arts

Major:    Management


          Major:    Political Science
