CHARLENE EXCOPEDA
683 Northwest Avenue

Barberton, Ohio  44203

(330) 825-4958

OBJECTIVE
Seeking a position of responsibility where my past educational experiences would be utilized in a career opportunity.  Areas of expertise include Bookkeeping, Accounting, Payroll, and Administration.

EXPERIENCE
Holiday Inn, Wadsworth, Ohio

05/12 – Present
ACCOUNTING ASSISTANT

Responsibilities include assisting in audit engagement, resolving account problems, researching and analysis of inactive accounts as well as complex reconciliations.  Also assisted in taking inventory.
09/10 – 05/11
The Door Store, Akron, Ohio


ACCOUNTING CLERK


Responsibilities included assisting in audit engagements and evaluations and analysis of client accounts.  Handled light computer work.

06/09 – 08/10
The Salvation Army, Wadsworth, Ohio
Summer Employment
ACCOUNTING ASSISTANT

Responsibilities included balancing of General Ledger accounts, preparing journal entries, balance sheets, and audit reports utilizing Excel.

EDUCATION
Barberton High School, Barberton, Ohio


CERTIFICATE OF COMPLETION

BUSINESS  MANAGEMENT

High School Diploma
ACTIVITIES
Business Professionals of America, Speech and Debate, Swim Team
REFERENCES
Available upon request.
