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CERTIFICATE SUMMARY

VOLUNTEER INCOME TAX ASSISTANT (VITA) CERTIFIED
BASIC & INTERMEDIATE

The VITA Program offers free tax help to low- to moderate-income (generally, $42,000 and below)
people who cannot prepate their own tax returns. Certified volunteers sponsored by various organizations

receive training to help prepare basic tax returns in communities across the country.

PROFESSIONAL ENGAGEMENT

CONNECTICUT SOCIETY OF CPAS (CSCPA) PLEDGE MEMBER

PROFESSIONAL EXPERIENCE

STOP & SHOP SUPERMARKET Various Locations, Connecticut 7/01 — Present
Assistant Customer Service Department Head

e Manage 10-20 staff members including customer service management, cash maintenance, and

scheduling

e Assist with various fundraising activities, including The Jimmy Fund Foundation, Juvenile
Diabetes Research Foundation, Food for Friends, and United Way

Administer New Hire Training, including company policies and procedures
Manage professional development seminars

Maintain accurate records, including daily cash audits and weekly reports
Resolve customer complaints on a daily basis

Maintain supply inventory

ACCOMPLISHMENTS

e Ranked as Top Cashier 66 times in the first two yeats

¢ Youngest New Hire Trainer in 2002 (promoted with in the first 9 months)

e  Promoted to Assistant Customer Service Department Head after a year and a half
e Recommended and Committed to assist other stotes in times of need

e  Chosen to assist with Grand Openings of new stores

e Knowledgeable of 90% of departments, throughout the store and a first responder to crucial
situations

e Known to be a true team player
e  Continue to resolve conflict and to be successful dealing with the public daily

HOMESAIL LIL.C Madison, Connecticut 1/05-1/08
Bookkeeper

e Maintained records including calculating expenditures, posting receipts, and updating accounts
payable and accounts receivable

e Maintained bank records, including bank reconciliation and payments

e Assisted with office filing



WERNER CONSULTING LLC Madison, Connecticut 1/01-12/05
Bookkeeper
e Maintained records including calculating expenditures, posting receipts, and updating accounts
payable and accounts receivable

e  Maintained bank records, including bank reconciliation and payments

e Assisted with office filing

BURR POND STATE PARK Tortington, Connecticut 6/01-9/03
Lifeguard

e  Managed waterfront

e  Opversaw public safety procedures

e  Maintained rescue skills

e Maintained grounds

e Assisted in CPR/tescue saving measutres when necessary

ACCOMPLISHMENTS

e  Saved one life and prevented others from getting into trouble by enforcing the rules
e  Strengthened my ability to resolve conflict
e Lecarned how to work under pressure and keep my cool

TECHNOLOGY

e Proficient with QuickBooks, MS Excel, MS Word, and MS PowerPoint
e  Proficient with Internet searches

e Familiar with Peachtree, MS Access, FARS (Financial Accounting Research Software), and
XBRL

PREVIOUS EDUCATION

THE GILBERT HIGH SCHOOL
Graduated with High Honors May 2002

Extracurricular Activities: Swimming, Tennis, Key Club, Chorus, Concert Choir, Chamber
Choir, The Cryptic Muse (literary magazine), Yearbook Committee, Students Working to
Educate and Eliminate Prejudice (SWEEP), and the Leo Club.

PROFESSIONAL REFERENCES AVAILABLE UPON REQUEST



