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Executive Office Manager

I have 20 years experience in the categories below.
Summary of Qualifications
	       Accounts/Payable
	       Account Management
	       Client Relationships

	       Control Expenses
	       Staff Training
	       Billing Accounts

	       Human Resources
	       Collections
	       Month end Inventory

	       Payroll
	       Reconciling Accounts
	       Computerizing Depts.

	
	


Professional Experience

Hollow Publications Indianapolis, IN.                                                            2006 - Present

Manager 

· Managed all company accounting processes.

· Managed weekly payroll process for 35 employees.
· Resolved problems through critical communication between clients and senior management.

· Managed Accounts payable and expense control, includes bank account reconciliation, cash receipts, finance charges, billings and invoicing. 
· Negotiate collections on delinquent accounts.

Bank Financial Indianapolis, IN.                                                                                                 1991 - 2006

Manager

· Complete internal audits, and collaborate with external auditors providing assistance.
· Performing credit analysts for qualifying new accounts.
· Extending or increasing qualifying accounts line of credit.

· Maintain employee files related to human resources exercising high level of confidentiality.
· Highly skilled at interviewing and hiring accountant employees
· Meet deadlines filing all reports on financial activities, month end reports.
Education and Professional Training

Bachelor of Arts, Business Management IU, Bloomington, Indiana 1991

Military

United States Marine Corps, Honorable Discharge 1986
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