ANTHONY 

Objective: To teach ESL in South Korea.
ASKogan@gmail.com
 WORK EXPERIENCE:

TheNewsMarket, Inc.                                                                                        

Global HR and Finance Coordinator/Regional Office Manager              Nov 2007 – February 2009

· Managed and Processed Payroll for all regions. Used ADP as the payroll service for US Payroll. Completed payroll Journal Entries for all regions. Distributed year end W-2.

· Benefit Administrator. Performed all functions of benefit administrations for the Health (and COBRA), Dental, 401K, FSA, LTD, and meal plans. Also assisted managing benefit renewals and open enrollment. Liaised with insurance brokers to solve arising issues.

· Responsible for on-boarding of all new hires 

· Prepared new hire packets, led orientations and scheduled inductions for all new hires 

· Drafted  employee correspondence letters including termination, salary changes, and COBRA letters

· Provide internal communications in relation to human resources issues 

· Created, audited, and maintained personnel and electronic files

· Tracked attendance and leave time for all regions

· Full cycle A/P duties. Ensuring proper approvals and codes on incoming invoices and expense forms to posting multicurrency transactions into General Ledger to cutting checks and entering wire payments using Great Plains Accounting Software. 

· Managed the A/P process for all six active regions (NYC, London, Beijing, Dubai, Ahmedabad, and San Francisco). Completed and reconciled all  intercompany transactions 

· Completed month-end closing process including accruals, journal entries, and variance analysis

· Responsible for Petty Cash management 

· Supervised the maintenance of office equipment, including copier, fax machine, etc.

· Ordered Supplies for the NY Office

International Baccalaureate Organization



  

Finance Assistant/Accounts Payable                                                             May 2006 – November 2007

· Checked for accuracy of budget codes and proper approvals on incoming voices and expense claim forms. Streamlined the Accounts Payable process from other departments to the Finance end.

· Used Oracle Financials to code, process, enter invoices, and cut checks. Processed and set up domestic and international wire transfers. Gained significant exposure to foreign currency transactions

· Reconciled, processed and paid month end Corporate credit card statements

· Composed and Distributed 1099 forms 

· Completed monthly expense schedules for all accounts and performed account analysis 

· Assisted in Accounts Receivable duties (cash receipts, invoicing, calls and letters to schools).

· Developed the Accounts Payable Manual

Center for Animal Care & Control

Junior Accountant/HR Assistant                                                                     Dec 2005 ─ April 2006

· Prepared and entered bi-weekly payroll using Intuit Software and distributed paychecks for every active department (about 200 employees). Set up and terminated employees as needed on various systems.

· Completed the following payroll reports every pay period: Overtime, sick time, vacation accruals and usage, 401k transfers, transit check comparisons

· Assisted with Benefit Administration and renewal negotiations

· Posted all incoming invoices and expense forms into the Quickbooks Accounting software and prepared them for payment each week. Maintained weekly check run.

· Regularly prepared vendor reconciliations and contacted vendors as needed for troubleshooting and discrepancies.

· Supervised and trained an intern and an assistant in HR and A/P functions

Park Avenue Synagogue

Temp Bookkeeper/Human Resource Assistant                                                             Aug 2005 – Nov 2005

· Prepared and processed  weekly and bi-weekly payroll using Paychex software and distributed paychecks for every active employee and entered into GL in Peachtree Accounting Software

· Fully in charge of all Benefit Administration duties for all eligible staff

· Prepared bank deposits and account for cash receipts and accounts receivable using Chaverware software

· Regularly processed check request forms for numerous bills to be paid as well as refunds

· Troubleshooted payment discrepancies in both the payables and receivables side

COMPUTER SKILLS:

Great Plains, Oracle Financials, MYOB, MIP, Peachtree, QuickBooks, Team Design, PowerPoint, Paylinks, Intuit, ADP, MS Word, MS Excel, MS Outlook.

EDUCATION:

Baruch College, CUNY - New York, NY

BBA Degree in Accounting, June 2005

· Certified New York State Public Notary

