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SKILLS
· Detail-oriented, efficient and organized 

· Possess strong analytical and problem-solving skills

· Excellent written and verbal communication skills
· Highly trustworthy, discreet and ethical
EXPERIENCE
Pricewaterhouse Coopers│New York, NY│10/15-04/16
Intern
· Understood concepts of quarterly costing reports and annual company accounts

· Supported CPA accountant with online banking functions

· Reviewed invoices and reports for discrepancies

· Assisted team leader with payroll functions for 140 employees

· Monitored and recorded company expenses under the supervision of a CPA accountant
Glen Dara Construction Co.│New York, NY │10/13-01/16
Accounting Assistant
· Reviewed accounts payable functions for construction expenses
· Updated spreadsheets, sales and purchase ledgers
· Calculated and verified accuracy of payments
· Reconciled finance accounts and direct debits
Lancer Industries│Bronx, NY │08/10-10/12
Administrative Assistant
· Prepared weekly confidential sales reports
· Scheduled appointments and maintained updated confidential client files
· Managed online social media presence
EDUCATION
Hostos Community College/CUNY│ Bronx, NY

A.A.S. Degree in Accounting

Expected Graduation: June 2017
RELEVANT COURSEWORK
· Personal Financial Planning
· Business Law I

· Introduction to Computer Software Packages

· Business Ethics

· E-Commerce

· Cost Accounting

· Computerized Accounting

· Principles of Management

