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SALONA DESIGN, INC., Marin, NY     2004-2014 
Office Manager/Full Charge Bookkeeper 

Managed office operations; established operational policies, standards, and procedures, assigned and oversaw clerical functions, 
and prepared monthly financial reports. Tracked performance and devised strategies to maximize operations.  
Office & Business Administration 

▪ Adhered to VDI’s accounting policies and procedures, and prepared accurate and timely performance reports. Developed and 
implemented strategies to control correspondence, files, and records.  

▪ Maximized efficiency by transitioning VDI from a manual to an automated accounting process; established systems, and 
procured equipment and resources that streamlined office operations.  

▪ Administered purchasing and supply requisitions, payroll, health and retirement b e  and the performance recognition 
program.  

▪ Played a key role in supporting data-driven decision making by expanding on the pes  analytical reporting utilized. 
Analyzed financial statements. Performed productivity and profitability analysis and pre ared m agement reports.  

▪ Completed monthly budget P/L performance reports, balance sheet   statement, sh flow d reserve reports, trial 
balance reconciliations, and managed AR/AP.  

 

Project Management 

▪ Established plans, timelines and targets, and project per mance measures; su sfully managed implementation of client- 
and profit-focused software and Microsoft Office Suite  hich increased billing acc y and boosted sales productivity. 

▪ Surpassed the organization’s objectives by identifying portunities to maximi e opera nal performance; customized solutions 
that addressed business needs. 

 

Client Relations & Account Management 

▪ Developed client relationships; identified and ca alized  w business ortunities. Applied expertise to respond to sales 
pricing and product information inquiries, while sk ully promo  nal services. 

▪ Exceeded customer support goals, which resulted in taining satisfied clients and expanding the client base. 
▪ Responded to client inquiries and solved issues rel d to sales pricing and product information. 
 
 

EDU ATIO  & CREDENTIALS 
 

PROVARSTA INSTITUTE, To nt  ada                                     2016 
Certified Coach, Personal & P fessiona  lopment   
 

BELLINGHAM COLLEGE, Bellin am, NY 2015 
BS, Health Information Technolog    
  
 

TECHNICAL SKILLS 
 

Microsoft Office Suite: PowerPoint, Excel, Word, Outlook 
Google Suite ▪ Trello ▪ Cloud Communications 
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