Aileen Lafont

11470 S.W. 103 Street

Miami, Fl. 33176
786-365-5695
alafont@bellsouth.net
Objective:  Seeking position in an established organization with growth opportunity, where I will utilize the skills                 
                     and knowledge I possess to work efficiently and productively.
Summary
· Bilingual-fluent in English and Spanish (speak and write)
· Possess strong analytical and organizational skills, communicates ideas clearly and effectively, with the ability to make well thought out decisions 
· Task oriented
· Excellent written and verbal communication skills


· Trustworthy, discreet, highly motivated and self-disciplined with strong interpersonal skills
· Resourceful in the completion of projects, effective at multi-tasking
· Flexibility in work schedule
· Fast learner, hardworking and dedicated.

Education

· B.B.A., University of Miami, Coral Gables, Fl.   1987
Major: Accounting

· Licensed CAM- Community Association Manager 
Employment History

Executive Director- Bet Shira Congregation, Miami, Fl.                                      April 2015- July 2020 
· Responsibility for all accounting operations, including review of A/P, A/R, Billing, Reconciliations, General Ledger, Financial statement preparation and month end close.

· Collaborative relationship with Clergy, Educators and Lay leadership (BOD and Trustees)
· Provided management, direction, and leadership to ensure the organization was maintained in accordance with its operational and financial goals and vision. 

· Provided excellent customer service while fostering a warm and caring environment, where members, staff, and visitors felt welcomed, respected, nurtured and appreciated.
· Preparation and management of a 2.5-million-dollar budget in conjunction with the Budget and Finance committees. Knowledgeable in reading and understanding financial reports.
· First point of contact for prospective members, working closely with Membership Committee in recruitment, integration and retention.
· Worked closely with numerous committees to achieve maximum success with programs and fundraising events.
· Overall daily responsibility of maintaining smooth, safe, secure, and efficient operation of the organization.

· Leadership oversight of staff, facilities, finance, engagement, communications, and administration.

· Coordinate maintenance and security for the organization.
· Solicitation of bids for services, negotiate and monitor contracts and renewals. Supervising and coordinating projects, contractors, and vendors.
· Conduct periodic property inspections to identify necessary maintenance issues.

· Maintenance of the organization’s database, and ensure staff fully utilize system capabilities.

· Oversee all media communications.

· Worked directly with Board Treasurer on all financial matters, i.e. Budget, Accounts Payables, Financials.
· Responsible for logistic planning of all Ritual, Program, and Educational events.

 Finance Director- Bet Shira Congregation, Miami, Fl.
                                 June 2007 – April 2015
· Responsible for all financial and bookkeeping functions of the organization.
· Preparation of monthly financial statements and supporting schedules for review by the Board and Finance committee. 
· Preparation of annual consolidated budget for executive board review and approval. 
· Analysis of data comparing actual against budget.
· Assist departments with analysis and projections.
· Responsible for preparation of payroll for a staff of 50+ employees.
· Monthly preparation of billing statements for all synagogue and school accounts and follow up with collection of such accounts.
· Monthly bank reconciliation for multiple accounts. Responsible for all accounts payables and check disbursements as well as accounts receivables and daily cash receipts.
· Inter company bank account transfers and reconciliations.
· Cash flow analysis

References available upon request

