Tracy Lynette Tate 

2036 Glenwood Drive, Antioch, CA  94509

Cell: 415-305-5361; E-Mail: Tracytate7@aol.com

OBJECTIVE

To obtain a challenging position where I can utilize my knowledge, experience, and expertise

SUMMARY OF QUALIFICATIONS

· Masters degrees in Business Administration/Accounting/Public Administration

· Over 10 years quality experience working in a supervisory position

· Over 15 years transferable experience working in the accounting industry

· Extensive knowledge working with Great Plains and QuickBooks Software, Excel, Lotus 123, Word

· Awards ~ Outstanding Accounting Support Award in 2002, 2004 & 2006; All Star Award in 1992 and 1994  

RELATED WORK EXPERIENCE

Account Payable Supervisor
Fairbanks Enterprises
Emeryville, CA

2002-Current

· Maintain payables for 7 companies with 24 locations 

· Supervise and perform reviews for the Accounts Payable personnel

· Assignment of G/L codes, the processing of monthly maintenance invoices, and the calculation of the monthly check run of $75k

· 1000+ Vendor relations including payment inquiries, account reconciliation, meter read reporting and accrual calculations for 300+ machines

· Maintain and prepare yearly 1099s for 9 companies

· Research and reconcile general ledger accounts

· Monthly bank reconciliation for 18 locations

· Oversee the daily check cutting and cash flow reporting for all locations

Bookkeeper (Part-time)

Paragon Real Estate
Belmont, CA

2004-Current

· Enter monthly transactions

· Reconcile monthly bank statements

· Maintain general ledger accounts

· Maintain fixed assets

· Prepare monthly financial statements

· Maintain and prepare yearly 1099s

General Contractor Assistant    
R.W. Hill Home Remodel
San Francisco, CA
1998-2001

· Assisted the general contractor with laborer duties, painted all materials, and supervised temporary workers

· Maintained the documents associated to various job renovations
· Clerical duties as applicable
Red Sail Merchandising




San Francisco, CA
1992-1997

Accounts Payable Supervisor

1996-1997

· Supervised a crew of three personnel; A/P and Billing Assistants

· Assignment of G/L # and the processing of supplier invoices and monthly expenses                            including weekly check run of $250k

· 300+ vendor relations including 25+ daily calls and credit applications

· Analyzed and performed A/P, Trial Balance, and Bank Reconciliation’s monthly closings

Billing Supervisor


1993-1996

· Supervised a crew of two personnel; delegated responsibilities and problem resolution

· Maintained and supervised the billing of 400+ customers including resolutions of invoices and purchase orders

· Researched and clarified questions for customers, sales associates, and vendors

· Created adequate billing dollars and monthly projections

Staff Accountant




1992-1993

· Assignment of G/L # and the processing of supplier invoices and monthly expenses                            including weekly check run of $250k

· Entered customer orders and invoices

· Receive and post daily cash receipts

· Account collection

· Inventory control

OTHER WORK EXPERIENCE

Administrative Assist.

The Copy Factory
San Francisco, CA
1988-1991

EDUCATION AND TRAINING

MBA – Business Admin./Accounting/Public Admin., University of Phoenix
Oakland, CA

BS – Business Administration, University of Phoenix



San Francisco, CA

AA – Accounting, Heald Business College




San Francisco, CA

