Lori A. Scipio
26 Constantine Pl. # 36
Summit, NJ  07901

Cell: 917-364-7954
E-mail: amani10@verizon.net
Profile:
Experienced and self motivated Bookkeeper with 15 years of experience.

EXPERIENCE:

Bookkeeper (Feb 2000 - Jun 2009)
Seabury Group LLC, 30 Maple Street, Summit NJ 

Responsibilities
· Managed Monthly Cash book and bank account reconciliation.

· Maintained vendor accounts, and A/P
· Managed Client Invoicing

· Prepared financial statements

· Administered online banking functions both national & international.
· Managed payroll functions for 130 employee, both national and international

· Maintained and updated Employee Benefit Plans 
Key Achievements

· Entrusted with managing and maintaining  cash book & on line bank accounts
· Consistently managed accounting distribution and payroll processing effectively
· Successfully resolved IRS and State tax issues related to business and payroll 
· Proved adept at preparing financial reports and statistical  data  accurately
Bookkeeping Consultant (1998 - 1999)
Robert Half, NY, NY
Responsibilities
· Performed accounts payable functions at various client locations

· Performed accounts receivable functions at various client locations
· Assisted with Corporate Tax Returns at various client locations

Billing Coordinator (1993 – 1998)                       
The Clayton Group, NY, NY
Responsibilities
· Generate client invoices
· Process payroll and expense reimbursements 
Key Achievements:

· Maintained over 600k of Client Billings per week

· Reduced Billing Cycle from 75 Days to 20 Days

· Maintained Payroll and Expense Reimbursements for over 150 Underwriters   
Education:

· The College Of New Rochelle
Skills

· Excellent bookkeeping and administrations skills.

· Strong analytical and problem solving skills.

· Natural ability to work independently or as a part of a team.

· Natural ability to manage multiple projects simultaneously. 

COMPUTER SKILLS:

·  Accounting Software: QuickBooks, Mas 90, Microsoft Excel, Peachtree, Oracle, Netsuit

·  QuickBooks Certified User , also Member of American Bookkeeping Assoc.
·  Payroll Software: ADP  PC Payroll for Windows, Fidelity E-Workplace Payroll
References:      Available   Upon Request

