Janelle L. Hutchins

27 Atwell Road

Porter Corners, NY  12859

(860) 234-5799

hutchins1384@roadrunner.com

Summary             

Detail-oriented bookkeeping professional with 5+ years experience applying financial and managerial accounting practices. Ability to adapt seamlessly to constantly evolving accounting processes and technologies.
Accounting Skills
Operated computers programmed with accounting software to record, store, and analyze information. 

General Ledger Accounts

Maintained accurate accounts including cash, inventory, prepaid, fixed assets, accounts payable, accrued expenses and line of credit transactions.
Professional Experience

Total Benefit Management - Glens Falls, NY

Accounting Manager - May 2011 to present
Job duties include but not limited too the following:
· Oversee the job duties of the Accounting Clerk. 

· Manage all aspects of accounts payables and receivables.

· Process daily ACH payments and direct deposits for Clients. 
· Process weekly payroll tax payments to various agencies.  Prepare and file quarterly payroll tax returns such as 941 and state unemployment taxes.  Reconcile weekly tax payments to quarterly tax filings and year end W2 processing. 

· Review and post weekly closing reports.

· Maintain and reconcile various bank accounts.

· Produce monthly financial statements for various companies.

· Provide assistance to accountant with year end financial reporting for preparation of tax returns.  Provide necessary documents for quarterly tax review.    
Raybern division of Richelieu Hardware LTD - Rocky Hill, CT
Full Charge Bookkeeper - May, 2006 - November 10, 2010
· Improved efficiencies within the company by changing the financial reporting from a manual process to creating excel reports.   
· Introduced Remote Deposit to improve turnaround time for funding of deposits.   
· Managed all aspects of Accounts Payable by verifying inventory receipts, posting invoices and process payments to suppliers.   
· Resolved any outstanding issues concerning shortages and defective material with the suppliers.   
· Managed Accounts Receivable by daily posting of payments received from customers, resolving outstanding issues such as shortages, incorrect billing and defective goods.   
· Maintained collections on accounts that were past due.  
· Processed monthly, quarterly and yearly Sales and Uses taxes for multiply states. 
· Provided assistance to accountant on a monthly basis with financial reporting and closing of fiscal year end.   
· Other job duties were to maintain and process payroll and all insurance policies for the business and employees
  
             
Finance Assistant - Glastonbury, CT
Monaco and Sons Motor Sales – May, 2004 - May, 2006
· Provided assistance to the Finance Manager and customers in gathering all appropriate documentation needed to close the deals. 
· Coordinated and secured bank loans for approved customers.    
  
  
Underwriting Consultant / Renewal and Business Analyst - Bloomfield, CT
Integrated DisAbility Resources – November, 2000 - May, 2004
· Assisted Underwriting by gathering and evaluating claim and reserve data for Short and Long Term Disability renewals.   
· Analyzed financial reports for the Reinsurance Department to resolve outstanding overpayments and miscalculated premiums.   
· Worked on several special projects which included year end tax reporting.   
· Provided claim reports and assisted with trouble shooting problems to Brokers, Sales force and Clients.      
  

  
Management Planning and Information Technician / Accounting Assistant - Ballston Spa, NY 
State Farm Insurance – November, 1993 - November, 2000
· Designed and developed reports to assist the Executive office and upper level management in tracking companywide goals.  
· Responsibilities also included processing and analyzing statistical reports and resolve any discrepancies and its impact on company wide goals.  
· Involvement in yearly planning and reviewing of quarterly budget and expense plans.   
· Assisted Fire Company in processing    payment errors, balancing monthly accounts and journal entry corrections.         
  

Education 
Elmira College, Elmira NY – Attended from 1989 to 1990.    Earned 12 credits towards major in Accounting and Business.


North Country Community College, Saranac Lake NY – Attended from 1990 
to 1992.    Earned approximately 60 credits towards major in Accounting and Business.   
Siena College, Latham NY – Attended from 1997 to 1998 taking night classes.  Earned 12 credits towards major in Accounting and Business.
  

Software / System Skills   

2014 QuickBooks 
Microsoft Office Outlook/Excel/Word/PowerPoint 
AS400 - Whole distribution and accounting system
Various other software programs and operations of office equipment

