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PROFESSIONAL EXPERIENCE
	Genex Services, Inc.
	Wayne, Pennsylvania

	Senior Data Control Representative III
	December 2012 – Present



· Responsible for researching, auditing and auto loading of product specific customer referrals into the AR billing system for Corporate Accounts 
· Perform an audit on cases loaded into the system to maintain consistency and accuracy in the database. 
· Responsible for quality review and approval of Account Guidelines and Rate Structures. 
· Responsible for quality upkeep on internal Access Databases, including creating and running queries/reports.
· Responsible for approving all new Employer and new Customer requests for claim set up. 
· Correspond with the Revenue Group on Setup and Mandatory errors that need to be resolved so that invoicing can be applied.
· Complete monthly report compilation and distribution as well as ad hoc reporting.
· Create new audits for newly discovered errors that need to be researched and corrected to assure accurate data entry.
· Support management through error identification, control testing and process improvement procedures.

	 Element Financial Corp. USA
	Horsham, Pennsylvania

	Staff Accountant 
	September 2011 – December 2012



· Generated financial statements and facilitated account closing procedures each month.
· Provided accounting support for mergers and acquisitions by reviewing financial information.
· Analyzed and researched reporting issues to improve accounting operations procedures
· Prepared accounting related entries to numerous journals and logs. 
· Followed company established accounting processes 
· Regularly maintained detailed reconciliations of all balance sheet accounts.
· Organized documents such as invoices, loan documents and checks sustaining to business transactions 
· Provided detailed analyses and explanations of all transactions 

	Delaware State University 
	Dover, Delaware

	Student Data Analyst 
	August 2009 – December 2010


· Assisted in the preparation of financial statements in compliance with official guidelines and requirements
· Managed journal entries, invoices and assisted with reconciling accounts for the monthly or annual closing 
· Assisted in the preparation of budgets or forecasts 
· Analyzed monthly balance sheet accounts for corporate reporting
· Participated in preparation for the annual audit.
· Maintained integrity of general ledger, including the chart of accounts. 
· Entered/edited data accurately; created charts and tables in Excel

	Nehemiah Gateway: Delaware Earned Income Tax Credit Campaign
	Dover, Delaware

	Tax Preparer 
	December 2009 - April 2010


· Responsible for assessing federal and state income tax returns for approximately 50 EITC campaign clients
· Provided tax counseling to EITC campaign clients regarding tax laws and credits, W-4 forms, and services available through the campaign
·  Interviewed clients to obtain additional information on taxable income and deductible expenses and allowances
· Maintained accurate and complete paper files for all taxes completed.
· Ensured the confidentiality of each client by following all company procedures regarding information handling

EDUCATION
	Philadelphia University
MBA - Accounting 

Delaware State University
	Philadelphia, Pennsylvania
August 2014 – December 2015

Dover, Delaware

	BS: Accounting 

	August 2006 – May 2011


SKILLS / ABILITIES
· Expert Microsoft Office user 
· Oracle proficiency 
· Audit reporting
· Financial reporting specialist
· Knowledge of GAAP guidelines
· Knowledge of Sarbanes-Oxley
· Integrity and confidentiality
