EDWARD A.DODD

35 SHADY GLEN CT, APT 4H

NEW ROCHELLE, NY 10805
914-740-4363

CELL 347-419-5664

eedodd12@yahoo.com
OBJECTIVE 
SEEKING AN OPPORTUNITY TO USE MY BUSINESS AND INTERPERSONAL SKILLS TO ENHANCE AN ORGANIZATION’S PROFITIBALITY AND EFFICIENCY   
2009 SUMMER
CONCIERGE

80 CENTRAL PARK WEST CORP

· RESPONSIBLE FOR PACKAGE ARRIVAL 

· ALARM CHECKS

· SECURITY ARRANGEMENTS
1997-2009
CONCIERGE

215 EAST 72nd STREET CORPORATION   NYC, NY
· RESPONSIBLE FOR THE ARRIVAL AND DEPARTURE OF GUESTS
· ALARM SYSTEM CHECKS AND REPAIR

· SECURITY ARRANGEMENTS FOR BUILDING

1992-1997

CONCIERGE

200 WEST 20th STREET CORPORATION   NYC, NY

· RESPONSEPLE FOR THE SECURITY OF THE BUILDING’S TENANTS

· ASSISTED GUESTS WITH LUGGAGE

1989-1992
MUTUAL FUND ACCOUNTANT

DEAN WITTER REYNOLDS   NYC, NY

· MANAGING EQUITY AND BOND FUNDS

· PREPARING ACCOUNTS PAYABLE AND RECEIVABLE 

· MAINTAINING THE FUND’S GENERAL LEDGER

· PREPARING JOURNAL ENTRIES
· ANALYZING EXPENSE REPORTS

· PREPARING MONTHLY FINANCIAL STATEMENTS

· PERFORMING DAILY BANK RECONCILIATIONS
EDUCATION
DOWLING COLLEGE   OAKDALE, NY

BACHELORS OF BUSINESS OF BUSINESS ADMINISTRATION, 1985

MERIT SCHOLARSHIP 1984, 1985

BARUCH COLLEGE   NEW YORK, NY

MBA PROGRAM 

24 CREDITS COMPLETED

SKILLS

ABLE TO UTILIZE QUICKBOOKS, EXCEL & WORD

