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Objective 

A challenging Accounting 
position that will effectively use 
acquired skills and abilities.  

 
Qualifications 

♦ Dedicated professional with 
more than 20 years of 
professional experience in a 
variety of environments. 

♦ Skilled in double entry 
manual bookkeeping, 
computerized financial 
reporting, A/R, A/P, payroll, 
and business/office 
administration.   

♦ Proven ability to effectively 
handle multi-task levels of 
responsibility. 

♦ Exceptional  accounting, 
communication, 
interpersonal, intuitive, and 
organizational skills. 

♦ Demonstrated ability to excel 
in both independent and 
team situations. 

♦ Quick study with an ability to 
easily grasp new ideas, 
concepts, methods, and 
technologies. 

♦ Energetic and self-motivated 
team player/builder. 

♦ Proficient in the use of a 
variety of accounting 
software packages including 
Quickbooks, Open Systems, 
and MAS 90. 

Employment Experience 
Emerald Bookkeeping Services-Pahoa, HI 
Owner, 2004-Present, Provide services for all phases of accounting. 
 
East Hawaii Coalition for The Homeless – Hilo, HI 
Accountant, 2000–2004 
Responsible for all phases of accounting: accounts payable, 
accounts receivable, budgets, general ledger, payroll administration, 
and financial reporting to the State, County, Federal and private 
funding sources. 
♦ Received Award of Appreciation for hard work in the Great 

Tricycle Race 
David Johnson Law Office – Kurtistown, HI  
Full Charge Bookkeeper, 1994–2000 
Administered all accounting records, expenses, accounts receivable, 
and bank reconciliation for busy patent law office.  Calculated 
financial statements and file federal/state tax returns.  Initiated 
current accounting system on Quickbooks and assisted with 
relocating the office from Minnesota to Hawaii in November 1999. 
TuCasa Restaurant – Brainerd, MN 
Accountant, 1998–1999 
Instructed and trained new business owner in financial management 
and accurate record keeping.  Taught owner how to maintain a 
double entry manual bookkeeping system since she did not desire a 
computerized system.  Demonstrated the manual preparation of 
financial statements, payroll processing, and payroll tax reporting. 
Augustine Medical – Eden Prairie, MN 
General Manager, 1992–1994 
Promoted from Accounts Payable position to General Manager of a 
department generating sales of medical supplies in five states.  
Prepared budget plans, reported sales volume, calculated 
commissions and supported the sales staff. Performed various 
financial/accounting duties and supervised one assistant. 
♦ Received company award for the design and implementation of 

a new fixed asset system. 
Hospice of the Red River Valley – Fargo, ND 
Accountant, 1989–1992 
Directed all phases of accounting and payroll administration.  
Implemented a new computerized accounting program to speed the 
filing and acquisition of patient data.  Trained department 
volunteers in record keeping and patient data entry.  Created 
financial statements for the review board and filed compliance 
reports with Medicare auditing. 
Morningside Electronics – Moorhead, MN 
Co-Owner/Full Charge Bookkeeper, 1983–1988 
Utilized a manual double entry bookkeeping system. Tracked 
inventory, ordered office supplies, and completed payroll/payroll 
reports. 
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Interests / Hobbies 
Health and Fitness activities 

Gardening 

Reading 
 

Community Service 
Exchange Club of Hilo – Hilo, 
HI 
President- 2005 
President-Elect, 2004 
Vice-President, 2003 

Faith Against Drugs – Hilo, HI 
Treasurer, 2004–2005 
 
Other Training 
Certified QuickBooks ProAdvisor 
Fred Pryor Excel Seminar 
 
2006 Hilo Employment Law Seminar 
 
 

Education/Training 

Interstate Business College – Fargo, ND 
 Accounting Degree, 1987–1989 
GPA: 3.83 
♦ Honors: Outstanding Achievement Award, Tax Accounting Award, 

Cost Accounting Award, Perfect Attendance Award 
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