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OFFICE MANAGER
Bringing 25+ years of Office Administration and Full-charge Bookkeeping experience as follows:

Accounts Payable/ Receivable
‘Weekly Payroll

Credit and Collections
Statement Billings

Expense Control
Account Management
Account Recanciliation
Month-end Closings

Human Resources Management
Staff Training and Supervision
Customer Service / Client Relations
Computerized Processes

PROFESSIONAL EXPERIENCE — Overview

Recognized throughout longstanding career for ability to develop, implement, and manage full-charge,
computerized bookkeeping functions while overseeing multifuceted office administration procedures

« AsOffice Manager for August Publications, fully manage company-wide accounfing and reporting functions
for five subsidiaries, as well as weekly payroll processes for 43 salaried employees

« Liaison between senior management, emplayees, and clients to ensure proper lines of commmmication eritical
in addressing a myriad of problems and 1ssues requiring immediate aftention and resolve

« Manage Accounts Payable/Receivable and expense control proceduses including bak and account
reconciliation, cash receipts, disbursements, finance charges, billings, invoicing, purchase order and inventory
verification, chargebacks, rebates, and preparation of daily bank deposits

« Negotiate and enforce collections to recover finds and expedite the clearance on delinquent accounts
« Collaborate extensively with external auditors, providing in-depth assistance with periodic corporate audis

« Perform thorough credit analyses, rescarch financial histories, and review account stafus as a prerequisite fo
qualifying new accounts, authorizing puschases, and extending/increasing lines of credit of up o $200.000

« Establish and maintain Homan Resources-related employee files reflecting salary increases, deductions,
garnishments, benefits, payrol exceptions, and W-2 withholdings, exercising a high level of confidentiality

« Skilled at interviewing, hiring, fraining and evaluating enployees in areas of accounting procedures
« Research account transactions, demonsirating a keen ability to recognize and resolve discrepancies
« Follow through on timely and accurate month-end closings and financial reporting acfivities

‘WORK CHRONOLOGY
Office Manager, August Publications, Hauppauge, NY 1996 - present
Office Manager, Quality Insurance, Huntington, NY 1986 - 1996
Office Manager, DSG Management Corp., Melville, NY 1983 - 1985
Controller's Assistant, Georgia Interiors, Farmingdale, NY 1979 - 1983
Credit/Collections Supervisor, EastTel Sales Corp.. New York, NY 1978 - 1979
‘Accounts Payable/Receivable Clerk, Syobel Corp., New York, NY 1973 -1978

COMPUTER PROFICIENCIES

Windows 2000; MS Word and Excel; Word Perfect; Lotus; Peachtree Accounting

EDUCATION

Bachelor of Arts, Business Management/ Accounting, Banes College, 1982
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Tyler J. Mulligan

tyler@detrtion net

Wentworth Institute of Technology - Boston, MA 2003-2008
« Bachelor of Science in Computer Networks and Information Systems

Coursework

Unix System Administration Computer Science | & I
Network Administration Object Oriented Programming
Networks, Services & WWW Database Management Systems
Computer Architecture | & 1| Finite Mathematics

Technical Competencies

Programming Languages
 XHTML, CSS, PHP (+Codelgniter MVC Framewark), SQL, Javascript (AJAX), Bash, Java, VB,
LUA and C++
Familiar Operating Systems and Applications
« Linux, Unix, OSX and Windows
« Adobe Photoshop and llustrator, Microsoft Access, Excel, Word, Geany, Notepad++, vi, Eclipse
IDE, Apache, MySQL, bash
Experience In Customizing the Following Web Applications
« Wordpress, Blogger, Drupal, MyBB, phpBB
Other
« 2 years of proven SEO experience

Professional Experience

VGO Software Fall 2007 - Fall 2008
Web Developer | Graphic Designer

« Full overhaul of their website complete with custom backend and SEO
« Created various promotion graphics
Staples Inc. Spring 2007
Intern, IS Services
« Created Microsoft Access databases and dynamic excel documents
« Reconciled dally changes on cross-platform senvers
AllCountyJobs.com, LLC
‘Assistant Webmaster / Consulant
« Developed database driven web applications.
« Created, maintained and overhauled websites owned by All County Jobs
Fairfield Board of Education Summers 2002/2003





