STACEY FOSTER

2431 FM 1960 West, Houston TX 77068 * PHONE * (281) 964-8299 * godpikny@msn.com

OBJECTIVE

To acquire a financial position in a company with growth potential and good benefits.
SKILLS

* Proficient in Word & Excel; strong knowledge of Access, PowerPoint, Outlook, Publisher, Great Plains, FRX, MAS90, Peachtree, Oracle, Quickbooks, Peoplesoft & Platinum, SAP; developing databases, queries, processing payroll, audit, account reconciliation, GAAP principles, pursuing CPA next 2 years, Accounts Payable, Accounts Receivable, forensic accounting, year-end close, Essbase, Sales & use tax maintenance in SAP
* Detail oriented, 10 key by touch, alphanumeric filing, bank reconciliation, collections

EXPERIENCE

12/07 to Present



Perimeter Resources/Primary Services


Houston, TX



Contractor-Engineering & Oil & Gas corporations

* Year end close out of organization books including GL account reclasses/reconciliations; set up of new property management entity books including AP/AR entries

*Monthly bank reconciliation of bank accounts; updating depreciation schedule including addition & deletions of assets, accumulated depreciation calculations/entries; write off of fully depreciated assets; managing sales tax credit issues and the tax exemption certificate process
* Filing AP files and creating new vendor files; pull backup for engineering project files; reconciliation of invoices and billable/pass thru sales tax by state

10/06 to 12/07



United States Veterans Initiative, Inc.


Inglewood, CA

Staff accountant

*Daily cash report of accounts using Excel; cash receipts entry/reclass/analysis; budget preparation/import into MAS90; review grants/private fund contracts

*Monthly bank reconciliation of 8 accounts; general ledger reclasses/entries; support Payroll; Monthly/quarterly payroll taxes

*A-133 audit paperwork preparation; in kind entries; monthly accounts payable analysis; financial statement preparation; Annual analysis of Payroll accounts

*Reconciliation of indirect costs pool for 2006 audit, created AP analysis report, reconciled all bank accounts to GL, removed over $200K from auditor question costs pool on 1st audit, monthly indirect costs allocation

9/05-10/06 



Robert Half International/Accountemps


Westwood, CA

Salaried Professional Accountant

*Daily cash report of previous day transactions for over 100 accounts reflecting outstanding checks, wires, deposits & withdrawals

*Daily cash and GL postings of capital call contributions, Investment banking-bond/real estate sale distributions reflecting reduction of basis, investment income; capital & preferred returns, deposits, etc; Retail/manufacturing-Purchase/sales orders, etc.

*Assist in backup presentation for auditors; preparation and distribution of 1099’s; payroll journal entries

*Weekly funding of real estate builder/contractor draws after reviewing invoices/backup (via account transfers/wires)

* Preparation of monthly, quarterly & annual financials for over 20 separate tax exempt, taxable entities specializing in hedge funds, bonds, real estate, etc. using FRX Designer

* Year end Adjusting journal entries to support and correlate with audited financials; Year end/fiscal close out of entities in Great Plains, Peachtree, Platinum, Account Edge, QuickBooks, MAS90
* Daily inter-company account transfers between over 90 accounts for profit distribution/builder draws; wire transfers to outside parties from over 30 accounts; check requests for invoice payment and coding of invoices; Prepared depreciation schedule of fixed assets for 5(via account transfers/wires entities

2/05-9/05


             Engineering Services Corporation/EngleKirk Companies


Los Angeles, CA
Staff Accountant

* Annual income, property, excise, city tax filing for 5 subsidiaries (LLC & Corp.); AR cash postings & deposits

* Monthly bank & credit card reconciliation and closing; profit sharing plan administration; support payroll with Amax/ADP

* Facilitating new company formation; support payroll and human resources

* Month end closing and reporting using Account Edge & Excel; financial analysis of income/expenditure

10/03-2/05


                               Accountants Inc./ Stivers Staffing


                    San Diego, CA
  

AP/AR Clerk/Administrative assistant


* Billing and invoicing of export commodities; collected over $4,000,000 in outstanding invoices in 1 month 

* Accounts payable with weekly check runs; month end bank reconciliation for CP Manufacturing

* Daily accounts receivable including cash applications using Great Plains Dynamics

* Bank deposits; filing and journal entries including EBAY receivables and cash applications; past due collections

* Month end bank reconciliation; journal entries including payroll and workers comp data

* Research and analyze general ledger discrepancies; numeric filing & storage of year-end documents

* Analyzed 2003 employee & employer medical benefit shares and application of rate changes and deductions

4/99-8/03
                              US Veterans Initiative
                  
 



 Inglewood, CA  

Program Coordinator                 





* Maintained file quality (in accordance with state/funding source requirements and retention standards) through regular file audits resulting in "zero audit findings" for grant years 2001-2003; request for proposals, grant review

* Assist in grant and manuscript preparation; preparation of weekly statistical spreadsheet reports using MS Excel, including formulas, percentages, etc.

* Maintained client database of over 3000 clients using MS Access and Web-based database system; order/distribute supplies; accounts payable by way of check requests for invoice payment; minimal supervision of clinical staff

* Monthly billing of over $70,000 to funding sources, including review & correction of monthly documentation

* Filing and archiving of client records; planning annual events; Data entry into client database using Microsoft Access; weekly file audits to maintain file quality

12/02-6/03                                         Sav-On Drug Stores                                   



      Inglewood, CA  
Pharmacy clerk-Part time







* Process new and refill prescriptions; restocking supply shelves; billing insurance; cashier

EDUCATION
8/98-6/01    University of California, Los Angeles (UCLA) Bachelor of Science

