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	To obtain a position in a business environment that would utilize my finance/accounting skills, customers service and administration skills and provide further growth and development in these areas.  Analytical, organized and detail-oriented.  Work well under pressure, able to identify with corporate goals. Means to accomplish numerous tasks/projects simultaneously.  Collaborative team player and motivator, excellent communication and interpersonal skills.  


Experience
	February 2020 to JuLy 2023
Billing Coordinator citi-core construction management, etobicoke, Ontario
Working on several builder high rise condominium projects.  Verifying accuracy of invoices, pricing, contract amounts, purchase orders, change orders, tracking schedules per invoice where needed, all relating to the construction of the building directly and indirectly.  Working closing with each project manager for percent completion of work performed by trades, gather management sign off signatures on final invoices.   A completed Invoice Package along with an excel spreadsheet summary of each invoice itemize to the builder’s request and cost coded is submitted to each Builder once a month, based on the Canadian Construction Documents Committee Standards.  A monthly Budget is prepared to include all costs incurred and presented to the Director of Project Management for final evaluation of targets.
Various special projects when needed from the owner. 

	
2009 to 2020
cashier/customer service rep (part-time) Vince’s No Frills, Maple, Ontario

	2015 – 2018
Secretary (part-time) doctor’s office, woodbridge, ontario

	2003 – 2008
admin. asst./telemarketer (part-time) allstate insur co., Aurora, ontario

	1996 – 2002
corporate accountant
markel insurance company of canada, toronto, ontario
Working in a mid-sized company exposed me to a full range of services. In addition to the responsibilities of intermediate accountant below they include income tax/premium tax preparation, prepare P&C 1 yearly insurance package, audit support, preparation of financial statements, prepare yearly expense budgeting per department totally 11M, accounts receivable, general ledger accounting.

	1989 – 1996
intermediate general accountant
markel insurance company of canada, toronto, ontario
Investment reporting, Fixed Assets schedule (purchases/sales, depreciation, gain/losses), Payroll costing, Bank reconciliations, analysis of monthly expenses vs budget, oversee accounts payable

1988 – 1989
junior accountant – reporting department
J. Walter Thompson, toronto, ontario
Bank Reconciliations, Fixed Assets and Variable schedules, various account analysis, oversee accounts payable/receivable

1987 – 1988
junior accountant – general payables
j. walter thompson, toronto, ontario
Accounts Payable full cycle, replenish petty cash, reimburse executives expense accounts, car allowance, mileage, credit cards.




Education
	1988 
ryerson 
Night school continuing education towards CGA

1987
humber college 
Accountancy Diploma 


Skills
	Adaptability
Microsoft Windows 10
Cashflow planning 
Time Management
	Team work
Exceptional oral and written communication
Fluent in Italian


Activities & Interests
	exercise
music
cooking 
ability to stay home to raise my children from 2002

	family life 
travel
gardening
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