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OBJECTIVE 

A ch
alle

nging an
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tion
 as

 a p
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SUMMARY OF ACCOMPLISHMENTS 
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e, E
xce

l, A
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EXPERIENCE 

2007 – 2009 / Arm
y Community

 Service Volunteer /
 Fort C

arson, C
O 

Prov
ided cu

sto
mer s

erv
ice

 to 
incom

ing Fa
milie

s a
nd Sold

iers
.  A

nswere
d multi-l

ine c
alls

.  I
nproc

ess
ed an

d ou
tproc

ess
ed 

Sold
iers

.  C
rea
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, fil

ed an
d purged rec

ord
s.  

Scheduled
 Army E

merg
ency 

Relie
f, b

udget c
ounseli

ng, prog
ram

 an
d oth

er 

finance 
typ

e a
ppoin

tments. 
   

 
2003 – 2006 / Accountant M

anpower, I
nc / Allentown, P

A 

Resp
onsib

le f
or 

monthly b
illin

g tot
alin

g $7
M. Prod

uced
 monthly a

ging, op
en invoi

ces
, sa

les 
and rev

enue re
cognitio

n 

rep
ort

s. R
esp

onsib
le f

or 
payr

oll 
proces

sin
g for

 ov
er 

500 e
mploy

ees
 inclu

ding tim
esh

eet
s, p

ayr
oll 
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ort

s, a
nd se

t up for
 

new
 em

ploy
ees
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e A
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sys
tem

. C
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bora
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 with the A
cco

unting depart
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 update
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enera
l le

dgers
, 

jou
rnal e

ntrie
s s

ubmissi
ons a

nd Axap
ta a

cco
unting program
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am

lined co
mplica

ted
 prici

ng an
d billin

g proces
s to

 

improv
e e

ffic
ien

cy 
by 2

3%. M
ain

tain
ed ac

curate a
nd co

mpreh
ensive

 co
ntra

cts
 data

base
 for

 ov
er 

1000 
clie

nts. 

 
2001 – 2003 / Staff A

ccountant H
ertz

el P
ropertie

s / Philadelphia, P
A  

Prov
ided bookke

eping/ac
counting for

 rea
l es

tate
 managem

ent an
d rea

l es
tate

 deve
lop

ment. M
anaged up to 

20 b
ank 

acc
ounts, 

perf
orm

ed bank re
con

cilia
tion

s, g
enera

ted
 ca

sh managem
ent re

port
s, p

oste
d to 

the g
enera
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l 
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A/P, A
/R, cr

eat
ed ch

art
 of 
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 P&L re
port

s, B
ala

nce 
Sheet

s, a
nd Exce
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rea

dsheet
s a

nd 
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 Cut ch
eck

s, c
rea

ted
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 an
d prod

uced
 op
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s.  

 
2000 – 2001 / Bookkeeper R

.B. Fabric
atio

n / Hazelto
n, P

A 

Update
d an

d main
tain

ed ac
cou

nts p
aya

ble a
nd re

cei
vab

le. 
Upgrad

ed sy
ste

m fro
m manual t

o Q
uick 

Book
s a

nd Exce
l 

data
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d monthly f
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l st
ate
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nd payr
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Unive

rsit
y o

f R
ich
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ich

mond, V
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cco

unting, M
inor, 

Psyc
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Job

 Sear
ch Orien

tati
on / A

rm
y C

om
munity 

Serv
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 / 3
 August 2

010 

Army F
am

ily 
Team

 Building (A
FTB) Le

vel
 3 /

 Arm
y C

ommunity 
Serv

ice
 / 1

3 &
 15 J

uly 

Army F
am

ily 
Team
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FTB) Le

vel
 2 /
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y C

ommunity 
Serv

ice
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 23 J
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pon req
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Wednesday,
September 22
10:00 a.m. to 2:00 p.m.

Companies will include recruiters from major corporations as well as federal/state agencies from the 
local region and across the nation that are looking to hire Military Personnel, Family Members & Civilians.
This event will be open to the public. A list of  employers is available at: www.acap.army.mil (click on 
Active Component Soldiers link, then Job Fairs and scroll down to ACAP/ACS Career Fair).  The Elkhorn
Conference Center is located on westside of  the Colorado Inn at 1725 Woodfill Road.  If  you would like 
to request a Sign Language Interpreter, please contact ACAP at (719) 526-1001/1002.

ome Dressed for Success:

sk for information:

eady to go:

nd of  the Interview:

einforce yourself:

xhibit Why You Should Be Hired:

Companies will size you up based on
your appearance and overall
presentation.

Be interactive, ask for information,
application materials and the
interviewer’s business card

Think of it as an on-the-spot interview.
Smile, respond honestly and provide
relevant skills & experience.

Have your resume, portfolio and or
business cards. Show them why you
would be an asset.

Offer a firm handshake, confirm your
interest and leave with confidence.

Follow up by sending a thank you note
or phone call. Demonstrate that you are
interested in the job.

The Elkhorn Conference Center, Building 7300

For details, call (719) 526-4590 or 526-1001/1002.
Army Community Service, 6303 Wetzel Avenue, Building 1526, Fort Carson, Colorado 80913 / TEL: (719) 526-4590 / DSN: 691 / TOLL FREE: 1-877-804-8763 / FAX: 526-2637 / WEBSITE: www.carson.army.mil (Click on Directorates & Support)

Sponsored by the Fort Carson

ACAP ACS
Army Career & Alumni Program Army Community Service


