SHARON SUH
1906 Simplicity Rd. Irvine CA, 92620  (408) 206-8554 • E-Mail: Sharon.Suh87@gmail.com


OBJECTIVE
Seeking a challenging opportunity that will utilize my knowledge and education skills with a company that will provide an opportunity for professional growth and development.  
EDUCATION

University of California, Riverside, Riverside, CA
· Bachelor of Arts, Business Administration

COURSE WORK 

	· Principal of Accounting I, II
	· Financial Evaluation and Managerial Analysis

	· Intermediate Financial Accounting I,II,III
	· Business Ethics


EXPERIENCE

A/R Specialist - Pulmuone USA, Fullerton, CA (April 2010 - December 2010) 

· Oversee collection and allocation of payments

· Enter cash receipts through Navision for Monterey and Pulmuone Divisions 

· Calculate and process broker commissions for Monterey Division monthly

· Research debit memos for up to one million dollars of deductions from various customers and create credit memos after approval from upper management and sales representatives

· Reconciliation for customer accounts and broker commissions

· Investigate and research on customers queries and assist the Accounting Operation Manager with discrepancies

Lead Income Auditor - House of Blues, Anaheim, CA (June 2009- February 2010) 

· Responsible for answering phones, faxing, copying, filing, scanning and distributing mails to each department

· Organized daily packets, Verifone receipts, and manual checks

· Assist business manager with credit card discrepancies

· Credit card processing for special events payments through Verifone Machine

· Prepare, secure approvals and email band wire deposit requests to home office treasury

· Prepare band settlement with multiple checks on withheld amounts. Verify IRS and state documentation daily

· Issue manual checks and log report into Excel. Input vouchers and payments in Oracle

· Input vendor’s invoices and purchase orders into the correct AU Account in Captiva

· Assisted Music Hall, Sales, and Restaurant departments with daily accounting operations

Accounting Internship - Westforms Company, Grand Terrace, CA (September 2008 – June 2009)

· Coordinated every aspect of business operations from initial order to final delivery of products

· Maintained customers and vendors invoice payment files

· Accounts Payable - processed and voucher vendor invoices, field vendor inquiries, prepared Accounts Payable


 reports, and prepared checks for approval and transmittal

· Accounts Receivable – received and applied payments to customer accounts, handled customer inquiries, and


 prepared deposits

· Worked directly with vendors & customers to avoid discrepancies with orders

· Preparation of sales tax returns (Created deposit receipt for each deposit slip and updated Excel) 

· Taking initiative to run the business smoothly when manager attends meetings

· Trained new Interns about inner working of Westforms Co. 

ACTIVITIES / VOLUNTEER SERVICES
· Alpha Kappa Psi – Business Fraternity
· Volunteer Income Tax Assistance (2009
· Part time English tutoring in Korea
SKILL

· Proficient with Microsoft Window Vista/XP, Microsoft Word, Excel, Outlook, Oracle, Citrix, Captiva, Navision, Expandable

·  Languages: English
· Exceptionally detail oriented, self motivated,  strong organization, and outgoing

