Robyn O’Brien
Philadelphia, PA 19149
Rrrm2505@gmail.com
OBJECTIVE

Seeking a part-time position, that enables me to utilize my Accounting experience and office skills in order to benefit the organization as well as enhancing my professional development. 

CAREER PROFILE:

· Detail-oriented, efficient and very well organized  

· Possess strong analytical and problem solving skills, with the ability to make well thought out decisions. 

· Possess excellent written, verbal and communication skills. 

· Resourceful in the completion of projects, as well as being effective at multi-tasking. 

WORK EXPERIENCE:

West Laurel Hill Cemetery, Bala Cynwyd, PA

Staff Accountant (6/2005 – Present)

· Maintains various department budgets on a monthly basis

· Prepares and generates Invoicing and Billing.

· Processes and Maintains all Accounts Payable functions 

· Prepares Deposits and maintains Cash Receipts Journals.
· Maintains and handles all funeral collection accounts
· Maintains and Reconciles all Sales Representative commissions on a weekly 
Basis

· Processes companies weekly contracts/sales
· Ensures compliance with Accounting deadlines

· Handles monthly account reconciliations as well as monthly journal entries as needed

· Assist controller with all month end and year end reporting as well as annual audit
Robert Half, Philadelphia, PA
Staff Accountant (9/2004 - 6/2005)  

· Prepared monthly general and standard journal entries.
· Assisted in various with Account Reconciliations.
·  Expedited orders as needed
Information Network Systems, Ivyland, PA 

Staff Accountant (3/2002 - 9/2004)

· Reconciled various monthly bank statements.
· Prepared and coded all daily cash receipts.
· Routine follow-up on all Accounts Receivable accounts as well as monitoring current accounts to prevent their reaching past due status 
· Reduced credit period from 120+days to 30-60 days
Thermo Seatronics, Hatboro, PA
Staff Accountant (1/2001 - 3/2002)  

· Maintained and reconciled all general ledger accounts.

· Provided record of assets, liabilities, and other financial transactions.

· Set-up and implemented a company collections system. 

Stonehurst Industries, Edgewood, NY

Buyer (8/1999 - 9/2000) 

· Responsible for purchasing and negotiating all materials, equipment, and supplies from vendors. 

· Expedited all purchase orders.

· Assisted and maintained all inventory control functions. 

 TNT Express Worldwide, Garden City, NY 

Buyer (7/1995 - 1/1997)

· Researched and Maintained purchasing of all uniforms, office and telecommunications equipment for 52 branches.

·  Expedited all orders.

· Generated and maintained daily, weekly, and monthly telecommunication reports.  

Franklin Testing, Franklin Square, NY 

Office Manager (4/1992 - 7/1996)

· Light Bookkeeping. 

· Scheduled and confirmed all doctor appointments. 

· Performed general office duties such as filing, faxing and copying.  

Pathmark Supermarkets, Franklin Square, NY
Cashier and Pharmacy Technician (8/1990 – 1998)
· Performed scanning and entering price of all items at register
· Determined accurate amount of money customer is owed
· Maintained register drawer
· Provided exceptional customer service to all 
COMPUTER SKILLS:
Excel, Access, Peachtree Accounting, Word, Power Point, HMIS, MBS, Macola
