ANN W. MORGAN
7888 Paseo Norte
Santa Fe, NM 87777
Res: 505-444-4444
Cell: 505-555-5555
amor@msn.com

OBJECTIVE: Accountant at ABC Automotive
HIGHLIGHTS OF QUALIFICATIONS
· Over 20 years experience as a Full Charge Bookkeeper, Office Manager, and Executive Assistant.
· B.S. in Accounting and Business Administration.
· Highly knowledgeable of general accounting principles including financial analysis, accounts payable/receivable, payroll, tax reporting, auditing, and appropriate ethics.
· Trained and supervised up to four accounting clerks and audited their accuracy.

· Performed cost analyses and research, evaluated contracts for most cost effective, and negotiated for best terms and contracts.

· Highly organized, motivated, and effective business-oriented professional.
· Exceptional analytical and problem solving skills.
· Strong communicator and team player with a focus on quality and customer service.
· Earned reputation for accuracy, excellence with details, and strong goal-orientation.  
· Skilled at learning concepts quickly, working well under pressure, and communicating ideas clearly.
· Highly reliable self-starter; dependable on completing projects accurately and on time.
· Proven ability to handle and prioritize many tasks at the same time.
· Enthusiastic high energy accountant who consistently gives more than 100% to her assignments.
STRENGTHS

Accounting:  Extensive A/P, A/R, payroll, inventory, and quarterly tax experience.  Proficient at establishing efficient accounting and payroll systems, accelerating profit growth, and maintaining detailed records.

Management:  Talent for developing and implementing workflow patterns, office policies, and procedures that ensure an organized, resourceful, and efficient department.  

Customer Service:  Diplomatic and professional at all times. Proven ability to find common ground with management, coworkers, customers, and vendors fostering long-term, profitable relationships.  

Computer:  Expertise in MS Word, Excel, Access, PowerPoint, Publisher, QuickBooks, Quicken, Peachtree, Visual Basic.

PROFESSIONAL WORK HISTORY

Bookkeeper, Sports Unlimited, Albuquerque, NM




2007-2009
Online and retail store for sporting equipment. Store averaged close to $5M a year in sales.
· Performed A/P of up to $500K balance every month.

· Reconciled monthly and paid company credit cards with monthly balances up to $250K.

· Saved company money by moving all inventory purchases from credit card to terms with vendors; negotiated favorable terms with vendors.

· Caught error in insurance billing and recouped several hundred dollars from overcharges.
· Paid quarterly payroll reports with QuickBooks for 20 employees and $500K annual payroll.
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Full Charge Bookkeeper, New Mexico Construction Company, Aldea, NM

2004-2007
Privately held construction corporation and two sub LLC companies with combined revenues of over $5M.

· Performed weekly payroll for 40 employees including paying employer taxes and filing all withholdings and reports; calculated profit sharing plans and sales commissions; administered and handled withholdings for health and disability insurance.
· Received, recorded, and paid Accounts Payable to over 30 vendors and sub-contractors with an approx. annual amount of $1.3M. 

· Invoiced and maintained Accounts Receivable in QuickBooks. Maintained payment schedules for construction projects in QuickBooks and Excel. 

· Responsible to back up and maintain computer files; trained sales associates and office manager how to use software applications.

Executive Assistant, The Granite Group, Inc., Santa Fe, NM



2001-2004

Start-up company providing fill material to local construction projects.

·    Determined amounts required to cover company liability for, and filed, construction liens; 

      signed lien releases when accepting payment for completed jobs.                                                                                                                          

· Set up accounting system on Peachtree; prepared monthly and quarterly payroll tax forms and payments for withholdings and taxes of $1800 per month.

· Saved company over 20% annually in reduced fees by negotiating vendor service contracts.

· Reconciled checking accounts with total annual deposits of $800K.

· Created templates for company’s financial data resulting in improved response time and productivity.

College Student at Santa Fe Community College, Santa Fe, NM


1999-2001
Office Manager/Warehouse Manager, Giant Tire Company, Santa Fe, NM

1998-1999

Commercial tire dealership with retail sales and fleet maintenance for commercial trucks and off-road equipment.
· Promoted to Warehouse Manager after six months of initially working as a File Clerk.
· Acted as liaison for Asarco Mines, Crystal Bottled Water, and Santa Rita Bottling accounts.
· Established new filing system and workflow processes resulting in more timely response to customers and increased sales.
· Contributed to net profit of local office by overseeing all receiving and delivery loading and off-loading, maintaining stock, and submitting orders to suppliers in a timely manner.
Office Manager/Bookkeeper, Super Clean Cleaners, Santa Fe, NM


1990-1998

Co-owner in family janitorial business.

· Performed all bookkeeping functions, including A/P and A/R,.
· Handled all customer service duties.

· Administered all HR functions, including hiring temporary staff from agencies.
EDUCATION

B.S. in Accounting and Business Administration 

University of New Mexico, Albuquerque, NM
Classes in Accounting, Business Management, and Computer Applications

Santa Fe Community College, Santa Fe, NM
