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SKILL SUMMARY 
Advance knowledge of computer software:


Sage 50 / 100 / 300

Excel 


Bluebeam / Procore

 Accounts Payable          

Yardi / Timberline    
    
Word 


Permitting

 
 Accounts Receivable

AS400 / Mas 90
   

PowerPoint

AIA Documents

 Payroll & Certified Quickbooks


Access

   
COI / OCIP/CCIP
  
 Human Resources
       ESC Service Management
Visio


Lien Waivers / NTO
 
 Notary / WIP
Dynamic Solomon

Textura


ComupterEase

              Job Costing
-     Very familiar with accounting ERP software’s.
-     Provided superior level of customer service and hospitality.
· Excellent communication, team builder, strong financial skills.
· Multi-tasker and work quickly to efficiently provide positive outcomes.
· Able to work both in a team and independently; leading or non-leading.
CORPORATION WORK 
 
11/2013 – 3/2020: Finance Contractor **
   

10/2002 – 12/2006: Coldwell Banker                   

                     4/2006 – 12/2009: TMSI - Commercial Construction                   1/1999 – 3/2002: CBRE    
       Part-time: 3 years @ IRS & 2 years @ Jackson Hewitt, 1 year @ CPA: Tax Preparer & Assistant Manager (additional income)
         ** Finance Contractor for construction (GC & subs), restaurant chain, manufacturer & hair salon
_____________________________________________________________________________________________

All my positions included Customer Service in written and verbal communication.
*** Assisted Owners, Vice-Presidents, Project Managers, Property Managers, and Estimators. ***
Controller/Accountant in Construction/Property Management/Real Estate - (10+ years)
● Lead team in creation and implementation of budgetary and financial controls and reporting that allowed 
    sustainable growth of organization.

● Oversaw the financials, accounting, human resources process to include analyzing financials, forecasting, 
   budgeting, financial reports while managing entity and the evolving business structure.
● Aided in establishing a successful structure for growing companies by training and supervising employees,
and helped prioritized work schedules and delegated assignments. Supervised and mentor the accounting and    

office staff reviewed their work.
● Collaborated closely with internal and external team to make sure all controls have been implemented and    

    any or all discrepancies, variances have been corrected or subjected to course action. 
●  Assisted with insurance companies, CPA’s, and others in audits: payroll, workers comp, taxes and 
    insurance.

   ● Diagnosed accounting problems, wrote policies and procedures to ensure accurate accounting procedures were in 
    place. Held employees accountable for turning in right forms, receipts, and paperwork to insure the company

                       was covered for any audits.

 ● Negotiated with vendors and insurance companies on company benefits, liability insurance and worker's 
     compensation policies. 
● Complied and analyzed budgets: took measures to assure all departments worked in their means to up hold their 
     operating budgets. Systematized company to improve job costing for projects in all departments.
● Studied, developed, and introduced improvements to policies, procedures, and system to improve the 

   overall operational effectiveness and profitability of the company.

                    ● Guided and helped create new revenue by securing additional financing.

● Coordinated with accounting during month end process to finalize month revenue and expenses in preparation  of  
   monthly, quarterly, and annual financial reports plus worked closely with CPA’s. 

● Managed complex reconciliations and analysis and internal financial process. Maintained and reconciled the 

    general ledger accounts.  Performed when necessary and handled accounts payable and receivables functions. 
● Reviewed and approved the foreign entities financial statements, US GAAP adjustments and exemption 

   for policy deviations. Addressed payable and receivable issues. 
● Conducted new hire orientation for employee, shopped benefits plans such as health, dental, vision, supplement 
    life, COBRA, and 401K, along with any workers comp claims by overseeing the claim from start to finish. 

● Served as liaison between employees, broker, and insurance providers; resolved benefit related issues and ensured 

   effective utilization of plans and positive employee relations.
● Streamlined payroll process by changing timesheets, developing, and utilizing spreadsheets to submit payroll. 
    Calculated, deducted, and submitted payroll deductions to state and federal agencies, and benefits including 
    pension plans, insurances, taxes, and garnishments; managed vacations and sick pay. Analyzed and processed 
    payroll.
● Secured housing, assets (vehicles, phones, computers, gps, etc.) for employees while making sure the company 

   financially was not buried.

● Coordinated and oversaw the maintenance of property, facility, and jobsites. 
● Presented monthly management reports including updates on administrative items, financial situation to include 
                       CAM reconciliations and billings.
● Assisted in scheduling and directing all move-ins and move-outs, managed, and resolved tenant’s concerns

● Planned and directed companies functions and communications: safety, tenant appreciations, holiday parties, toys                                            
           and food drives, topping out parties, and others.
            ________________________________________________________________________________________________
EDUCATION
University of Georgia 



Bachelors




Accounting
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