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Education:

August, 1993



Monroe College

     Associate Degree in Accounting (Honors)

     Academic Awards:
President’s List (every semester)
January, 1987



Evander Childs High School

Concentration in Accounting and Business Administration
Experience:
Jan 2004 – Present
Occasionally Yurz/Virtually Yurz, Exec-Admin Assistant/Gift Provider





Tobyhanna, PA

· Executive and administrative responsibilities included but not limited to utilizing Microsoft Office (Word, Excel, PowerPoint, Outlook and Windows XP) along with the use of Publisher.
· Scheduled meetings and conferences via teleconference, onsite conference or off-site conference room rental locations.
· Transcribed general translations, meeting minutes, text to speech and speech to text verbiage and tapes.
· Correspondences - Handled all client messages, from incoming/outgoing mail, verbal/written communications to forwarded phone messages incoming & outgoing.
· Communicated through letters, memos, self-made newsletters, emails, faxes, and Internet.
· Aided in multiple research projects using the Internet, newspapers, magazines and other forms of publications.
· Bulk Mailing - Created, printed and mailed postcard and letter campaigns.
· Marketing - Media Kits were created, printed, assembled and mailed (formed flyers, sell sheets, pocket folders, business cards, letterhead, brochures and free give aways).  Online marketing material were created and forwarded to prospected clients/customers via the internet.
· Travel Coordinator/Event Planning – Arranged travel with various airlines, national & international, booked hotel accommodations, assigned car rentals and extra activities.
· Purchased inventory, furniture, computers and office supplies.
· Personal Matters – Made sure spouses and children received occasion gift (birthday, holiday, etc.) in a timely fashion.  Either direct delivery or hand delivered from client.  Research was performed to ensure best price and gift combination was purchased using the Internet or acting as a Personal Shopper.  Scheduled medical/dental appointments.
· Office Manager and Human Resources duties were duly with the client’s requests.
· Bookkeeping/Accounting – A/P, A/R, Bank Reconciliation and account analyses were performed to give an update financial query.
· Database Management – Formed, updated and forwarded to selected personnel.
· Gift Provider – Designed gift, wrapped, shipped and tracked all packages in-transit.
· As a professional subject instructor, taught and tutored people of different ages and learning capacities to understand office software programs and basic computer knowledge.

· As an academic subject instructor, taught and tutored Math (flash, basic equations, currency, algebra, geometry, trigonometry, calculus, statistics, graphs, charts/tables and more), English (spelling, vocabulary, paragraph structure and more), Science (plant/animal biology, periodic table of the elements, solar system, atom, water and more).

A fractional list of clients I assisted are Warriors for Christ Ministries, HomeLink, LLC, ROB’s Home Improvement and B. Skinner to name a few.

Sep 2005 – Jan 2006

Texolution, LLC, Executive Assistant





Jersey City, NJ

· Executed multiple tasks (business & personal) daily, utilizing the Microsoft Office Suite (Word, Excel, Outlook, MS Publisher and Windows XP).  Set up phone lines with Verizon to receive voicemail messages.  Also, programmed and setup voice recordings for all business extensions.  Answer and direct calls to proper staff members.  Scheduled onsite and offsite meetings.  Completed A/P, A/R, bank reconciliations & weekly financial status reporting in timely maters.  Internet Research.  Performed Office Manager duties.

· Assisted in restaurant new hires.  A cooperative venture to the screening process, setting up payroll paperwork and company handouts.  Marketing/Advertising:  designed flyers, business cards, postcards, etc for self & partnering companies.

· Clerical duties:  Created, proofed, approved and finalized correspondences (internal/external).  Mailed parcels, textiles, swap samples via regular mail or overnight deliveries (domestic/international), faxing, copying, etc.
· Inquired, collected and submitted all correspondences for multiple loan applications (personal and business).
· Personal Affairs:  Solely monitored, managed and paid all personal invoices.  Opened and closed various bank accounts according to the needs.  Performed bank reconciliations and analyses.  Assisted in personal matters for family members.
· Responsible for auto insurance claims, condo association board postings and communications.
· Purchaser:  Ordered restaurant supplies, beverages, kitchen supplies & food.  In joint efforts with the laborer to research, order and finalize condo furnishings.  Placed office supply orders based on supply query’s final results.
· Travel Coordinator:  Booked domestic/international business travels.  Arranged flight, auto and hotel accommodations.  Ensured all travel documents were up to date and in order.
Mar 2002 – Dec 2003
Mount Vernon Monetary Management/PANS, Executive Assistant/Marketing Specialist






Mount Vernon, NY

· Assisted the COO and CTO of multiple companies (kiosks and ATM’s).

· Acted as a liaison between staff employees, management and “C” level executives.

· Assisted with personal matters, such as, family birthdays, funerals and children activities.  Scheduled medical/dental appointments.

· Scheduled and attended meetings, took notes, summarized minutes and disbursed to proper personnel.  Kept and updated conference room schedule usage.  Updated calendar daily, sometimes hourly.

· Controlled all incoming and outgoing correspondences (verbal/written).

· Office Manager/HR Duties – Maintained supply closet inventory, handled disciplinary actions (verbal, written, etc.).  In charge of the entire employee hire process.  Created newspaper ad, dispersed application and physical paperwork, assisted with background checks, setup P/R, tracked hours (vacation/sick/personal), submitted weekly for payment process, distributed paychecks w/signed acceptance sheet.  Phoned maintenance when needed (bathroom, snow removal, etc.).

· Marketing and Technology support for “C” level executives.  Assisted with putting together Media Kits and marketing materials (printed, copied and distributed).  Helped with brainstorming ideas in and out of a meeting atmosphere.

· Retained contact and company files, records and distributed materials.

· Calculate, prepare and organize expenses.

Feb 2000 - Mar 2002
Mount Vernon Monetary Management/ATM Division, Account Representative






Mount Vernon, NY

· Handled multiple customer portfolio accounts.

· Managed over 250 ATM terminals, data entry and analysis reporting.

· Reconciled all ATM’s cash balances.

· Controlled all correspondences with over 15 customers.

Jul 1998 – Feb 2000
Mount Vernon Monetary Management/ATM Division, Administrative Assistant to the Sr. Vice President






Mount Vernon, NY

· Assistant support for the Operations Manager and the General Manager.

· Office Manager/HR Duties – Kept supply closet inventory, handled disciplinary actions (verbal, written, etc.).  In charge of the entire employee hire process.  Created newspaper ad, dispersed application and physical paperwork, assisted with background checks, setup P/R, tracked hours, submitted weekly for payment process.  Assisted Loss Prevention with background check paperwork (extremely confidential).

· Scheduled office staff and field staff meetings.

· Covered phones and all typed correspondences.

Jul 1992 – Jul 1998
Mount Vernon Monetary Management/ATM Division, Staff Accountant






Mount Vernon, NY

· Monthly Journal preparations and input into G/L were performed to ensure balances were corrected.

· Cash Receipt Reconciliation and Bank Reconciliation.

· Preparation and running of Adhoc reports.

· Monthly accounts analyses were performed to assist with project future forecasts.

· Respond to internal requests for accounting information.

· Data entry into accounting software program.

Nov 1989 – Mar 1991

Ebner Woodwork, Assistant Bookkeeper/Secretary






Bronx, NY

· Bookkeeping was prepared for the Accountant’s review and the preparation of financials.

· Account Receivable

· Accounts Payable

· Bank Reconciliation

· Monthly Journals

· Payroll Specialist (ADP System)/Data Entry – Received hours worked from individual field personnel, confirmed totals with field foreman also received onsite personnel hours from site foreman and entered them into the ADP system database form.  Disbursed employee benefit stamps (medical).

· Handled all correspondence.

Dec 1988 – Nov 1989
ESI Street, Inc., Receptionist/Data Entry/Mailroom/Email/Payroll






New York, NY

· Handled incoming ad outgoing calls.  Data input and electronic mail.

· Mailroom Manager – In charge of packing, shipping and tracking all packages.

· Monitored, reported and updated the payroll hours, expenses, deductions, benefits and more.

Jun 1986 – Dec 1988

Presbyterian Church, Data Entry/ Receptionist






New York, NY

· Input information on CRT unit.

· Handled calls on a multi-line console.

Skills:

Dominate:  Microsoft Office Suite (MS Word/MS Excel/ MS PowerPoint/MS Outlook/MS Publisher)

Word Perfect/Lotus/Corel (Word Processor and Spreadsheet)/Photo Imaging

Voice Recordings/Multi-Line Receptionist


Typing (45-55 wpm) – calculator (11K+ kspm)


Money/Quicken/MS Works Suite


Passive:  MS Access (creating a new database)/MAS 90

Designed Websites:
Solely Designed


www.occasionallyyurz.com

www.virtuallyyurz.com

www.warriorsforchristministries.com
Organization Associates:
2006 – Present

NSMH (National Society of Minorities in Hospitality)
Active Alumni Member
1993


Monroe College
Alumni

Summary:
I am a team player who can work independently.  I have strong work ethics, the utmost respect for confidential material and will go far and beyond the call of normal duties to get the job done efficiently and accurately.
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