	Cynthia M Wheatley

	410 Wasatch St, UT 84047 

	801-808-3391  

	cyndiwheatley@yahoo.com

	Objective
	Over Ten years of experience in the Accounting field. Provided professional and curriculum development, trained and mentored over thirty employees resulting in skilled and qualified professionals. A woman of integrity and character, an engaged employee, team player and top performer. I am seeking a position to where I can utilize my Accounting and computer skills, to grow with and contribute to the success of your company. I am very self motivated, detail oriented and able to multi task. Ability to master new skills with proficiency. 

	Profile
	· Over 10 years experience as professional Accounting, Bookkeeping, and Sales and Payroll
· Ability to direct complex projects from concept to fully operational status.

· Goal-oriented individual with strong leadership capabilities.

· Organized, highly motivated, and detail-directed problem solver.

· Proven ability to work in unison with staff, volunteers, and board of directors.


	Education
	Salt Lake Community College, Associates of Applied Science Degree in Accounting
Highland High School, Diploma, 1997

	Relevant Experience & Accomplishments

	
	Program Coordination

· QuickBooks, Quicken, Timberline, POS, Excel, WordPerfect, Adobe 

· Designed service development plans and conducted operation assessments.

· Formulated, wrote, and implemented new employee orientation manuals.

	
	Sales Management/Accounting Supervision, Human Resources
· Directed recruitment and retention of staff of employees.

· Trained, supervised and evaluated staff, coached improvement management skills.

· Resulted in multilateral staff achievement of work objectives.

· Successfully refined and implemented new projects and HR Employee Handbooks,


	Employment
	 Accounting, Human Resources, Sales  ,Howa Construction
Accounts Payable, Accounts receivable, Payroll, Commission Checks, Financial Reconciliation, Taxes, HR,  Managed Over Thirteen Properties, Sales
	2006--2010

	
	Accounting Department, Sales, HR, Timpinogos Technologies Director for Ralph Whitaker 801-892-9106 Payroll, Accounts Payable, Accounts, Receivable, Cost Coding, Meeting Coordinator, Human Resources, Invoicing, Bank Reconciliation, Quarterly Taxes, Sales Reports.
	2004--2006

	
	 Executive Assistant, Accounting Dept, Sales, Backyards of America
Accounts Payable, Accounts receivable, Payroll, Commission            Checks, Financial Reconciliation, Taxes, Inventory Control and Purchasing, Daily Sales.

	2000-2004

	
	 Accounting, Sales, Jakeman’s Pro Gutter
Financial Reconciliation, A/P  A/R, Payroll, Created Power Point Presentations, Hired and Trained Employees, Scheduled and Managed over Thirty Employees.
	1998-2000

	
	
	

	
	

	
	

	
	


