	Conrad Carney
3115 W. Gordon St.
Philadelphia, PA 19132
Cell: 609-582-1715
Email: Conrad.carney@gmail.com


	Experience

	February 2018-April 2018

Bookkeeper/Office Manager

Greenpointe Construction (Center City Philadelphia)

· Daily invoice input into QuickBooks
· Managing payroll accounts for all sub-contractors
· Calculating and printing out weekly pay-checks for accounts payable
· Data Entry and administrative duties
July 2016-July 2017
Junior Retirement Plan Administrator

Benefits Consultants Group (Cherry Hill)

· Assisting Senior Admins in meeting quarterly and yearly deadlines
· Data entry

· Working in company databases such as Relius, Feith, Workfolder, and Web Client

· Completing important tax forms that are handled in regards to 401 K and Retirement plans 
July 2014-December 2015
Finance Department/Financial Assistant
Source 4 Teachers Corporate

· Data Input
· Entering Substitute teachers into absence assignments 
· Entering Substitute teacher hours worked into veritime payroll database
· Payroll Adjustments And payroll
· Long term finance database adjustments in Aesop (SAMS) database
· Closing unresolved payroll issues in JIRA database
· Hiring substitute teachers into Enterprise Primepoint database
· Payroll invoices and billing backups


	Education


	2012

Bachelor of Arts, Economics                                           

Rutgers University, Camden Campus

	Skills
	Database Entry  (Citrix, Marlton Database for ISO, Fire Chief Office)

Proficient in Microsoft Word/Excel/Office/PowerPoint and Quickbooks



