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Experience Highlights 

Accounting 
 Assembled monthly accrual packages for two of company’s largest contracts with upwards 

of $2M in accruals 
 Performed monthly accrual analysis for both contracts to track accruals versus actual costs 

as well as ensuring that all accruals had been correctly entered into the accounting system 
 Acquired travel auditing role from accounts payable for two of the company’s largest 

projects to insure proper rates were being charged by the vendor as well as providing back 
up for all travel costs upwards of $300K per invoice 

 Resolved project billing discrepancies from inception-to-date to account for costs that had 
not yet been billed to customer as well as subcontractor costs that had not been accounted 
for previously 

 Processed subcontractor invoices for labor, travel, and material costs incurred over the 
course of each month through the entire accounts payable system as well as resolving 
payment issues to project vendors 

Financial Analysis 
 Arranged monthly financial meetings to discuss accruals with each subcontractor to ensure 

more accurate accrual submissions to accounting 
 Reconciled projects from inception-to-date to resolve financial discrepancies with both the 

customer and subcontractors resulting in corrections in excess of $100K 
 Held financial meetings to discuss project budgetary plans 
 Developed and maintained monthly, quarterly, and yearly budget, revenue, and profit 

margin forecasts as well as corporate reports for this information 

Project Control 
 Constructed new financial tracker to better maintain contract funding and expenditure 

records for multiple ongoing projects as well as upcoming projects 
 Validated and input all contract funding information, labor categories, and rate ceiling 

information into Deltek Costpoint system for use in reporting and processing through 
accounts payable 

 Initiated purchase orders for project subcontractors and created a financial tracking system 
 Collaborated with project managers, customers, and vendors to create project schedules 

that would be used in financial forecasting for each project 
 Revamped the project’s tracking system to allow for more streamlined information that 

could be easily filtered for various reporting uses 

Procurement 
 Generated hardware purchase orders for procurement of materials, entered each into 

Deltek's Costpoint system, and tracked each through the system's approval process 
 Produced purchase orders for initial hardware procurement across all projects on the 

company’s newest contract vehicle 

Project Management 
 Facilitated regular meetings with Department of Justice customers involving new employee 

security badges, financial forecasting, current financial status, as well as updates on general 
project status 



 

Relevant Knowledge, Skills, and Abilities 
○ MS Office Suite 
○ Impromptu Reporting 
○ Wide Area Work Flow 
○ JAVA 
○ CSS 
○ Network Troubleshooting 
○ Sharepoint 
○ Deltek Time & Expense 
○ HTML 

○ Enterprise Planner 
○ Deltek Costpoint 
○ JavaScript 
○ PC Hardware 
○ Technical Background 
○ PC Trouble Shooting 
○ Affable 
○ Excellent Interpersonal Skills 

Education 
Virginia Tech: Blacksburg, VA 
Bachelor of Science Business Management, 2009 

Employment History 
Project Control Specialist URS-Apptis, Inc., Falls Church, VA     2010-2011 

Project Control Analyst Avaya Government Solutions, Inc., Falls Church, VA 2009-2010 

Student Assistant Manager Virginia Tech, Deet’s Coffee Shop, Blacksburg, VA 2007-2009 

IT Team Expert Virginia Tech, 4Help IT Tech Support, Blacksburg, VA    Summer 2007 

 


