Silverio B. Buni
  
          Tel. (905)848-2017 (416)670-9488 
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http://www.sbbuni.com : silverio_b@hotmail.com

Career Focus

· Full Time Accounting & Payroll Administrator/ Administrative Clerk

Highlight of Qualifications

· Diploma in Accounting & Payroll Administrator, Level 1& 2

· Member of Canadian Payroll Association

· Diploma in Bachelor of Science in Business Administration- Accounting 

· Seven years worked experience in Accounting and Administrative functions

· Provide excellent customer service, internal and external client

· Flexible, multi-tasks and hardworking individual

Technical Skills

· Bookkeeping & Financial Accounting 

· Payroll Administrator Level-1 & 2

· Administrative functions, effective business writing, and WebPages design

Computer Skills

	· Word
	· Excel
	· PowerPoint
	· Simply Accounting

	· AS-400
	· Accpac
	· Access
	


.

Professional Experience

· Accounting & Payroll

· Computing and invoicing, Worksheet’s balancing, journalizing, A/P & A/R functions
· Payroll-1; Employment standards, earnings, taxable benefits, CPP/QPP and E.I, pension plan, calculating net pay, record of employment (ROE), accounting year-end

· Payroll-2; Sales & services taxes, Company paid benefits, employee benefits, workers compensation (WC), payroll government remittances, T4 &T4A, RL1 slip
· Processing Clerk

· Processed data-entry of customer credit card payment (cheque, telephone banking payment)

· Prepping, validation and balancing of; ATM slip, convenience cheque and visa sales draft

· Sorted and distributed mail for various departments. Faxing and filing

· Traced errors of unbalanced amounts and made necessary adjustment’s
· Secretary/ Office Support

· Designing various office forms for office use e.g. (time-sheets etc.) Travel & living expense

· Generated sales and revenue reports. Excel spreadsheets and PowerPoint

· Worked with AS-400, performed, verification’s and reconciliation of procurement account  (expenses, A/R & A/P invoices), Provide excellent customer service

Work History

	2000-2004
	Processing Clerk- Visa Dept.
	Intria Items/CIBC

	2001-2003
	Office Support (Part-time)
	ProTemps Employment Agency

	1995-2000
	Secretary/Accounting Clerk
	General Electric-MEELSA


Education
	· Diploma in Accounting & Payroll Administrator (CDI College)
	Sept. 2004- April 2005

	· BSBA- Major in Accounting
	1983- 1987



