Pauline C. Benavides - 601 Reclining Acres - Corrales, New Mexico 





             505-514-8918 - PaulineC@Benavides.ws
WORK EXPERIENCE

Banking Analyst - GAP Inc. – Revenue Accounting

January 2003 to Present

· Review, analyze and initiate daily ACH Domestic Depository Banks transfer. Create ACH Transactions GL Upload to Oracle ADI. 
· Reconcile to GL:  Four divisional Purchase Order Receivables; Four cash expense accounts. Create and post adjusting entries to GL.

· Extract sales data from internal reporting; populate Access database tables for preparation of Cash allocations. 

· Prepare, analyze Cash allocations between Bank accounts each period.  Create and initiate Cash Allocation GL Upload to Oracle ADI.

· Point of Contact with Audit and Control for Cash allocations and Banking Cash/Check reconcilement discrepancies. 

· Prepare period end Corporate level reporting for Revenue Accounting: Banking and Sales Audit:  Dashboard, CFO, Scorecard

· Prepare weekly Late Deposit reporting.

· Review, analyze period end Bank Fee and Over/Short Reporting.

· Analyze, research, resolve and discuss Cash Flow variances in Director’s GL review meeting each period. Prepare Cash Flow Variance analysis report.

· SOX controls Point of Contact for ACH Transfer, Daily BKR validation.

· Support Banking Associates, other Banking Analyst:  questions, training new associates, research, cross-trained on their duties. 

· Support Senior Analyst and Manager:  Ad-Hoc reporting, special projects.

Special Projects:     Assisted in development of Corporate Scorecard reporting for Revenue Accounting data elements. 

            Streamlined Scorecard Reporting process by designing, developing an Access database to automate 

a manual process, resulting a 50% time saving, increased accuracy and data integrity.

                                 Streamlined preparation of Cash allocations by designing, developing access tables/queries to extract data more quickly and accurately, by store. 
                                 Assisted in creation, implementation of a Test Plan for the Banking Cash/Check reconcilement program software upgrade.

                                 Present to D&T Auditors on the ACH Transfer Process and Banking Cash/Check Daily Matching reconcilement process.

Banking Associate - GAP Inc. – Revenue Accounting

April 2002 to January 2003

· Reconcile twenty-five Bank accounts for GAP individual stores.

· Research and create General Ledger entries for Canadian ZBA transfers, Domestic deposit account adjustments.

· Reconcile Point of Sale data to Bank data in the T-Recs automated matching system.

· Set up of daily ACH Domestic Depository Banks transfer worksheet.

· Reconcile daily/monthly ACH domestic Bank Transfer Summary Report.

· Maintain monthly Banking Transaction Summary report.

· Use Microsoft Office products Word, Excel, Access, T-Recs and GAP Accounting systems to produce and maintain above functions.
Special Projects:   
Streamlined daily ACH Bank Transfer process by converting a manual data entry process to an automated spreadsheet function.  Awarded a “CashCow” for this upgrade.




Developed the daily/monthly ACH domestic Bank Transfer Summary Report into a tool that provides balanced, detailed information for use by Audit and Banking groups.




Accepted as a Gap, Inc. In-house trainer for beginning MS Office software.

Payroll Associate - GAP Inc. – Employee Services

November 2001 to April 2002

· Analyze and process Canadian payroll vouchers.  

· Reconcile ADP and internal GFS PeopleSoft records. 

· Use Microsoft Office products Word, Excel, Access and GAP Accounting and ADP Payroll systems to produce and maintain above functions.
Special Projects:   
Support two Senior Analysts in Employee Services with payroll related special projects.

Associate Accountant – Intel Corporation

2000 – 2001

· Reconcilement of three internal accounting software systems to three internal sub-ledger Excel Logs. 

· Responsible for the flow of financial activities related to building construction. 

· Review and processing of purchase requisitions, purchase order modifications and invoices through to vendor payment.

· Document Review and entry into three internal accounting software programs. 

· Maintain six Excel logs from which several accounting reports are extracted.

· Maintain good customer contact skills with construction managers and vendors and peers.

· Used Microsoft Word, Excel, Outlook, SAP, IWCS, Rapid. 

Telecommunications Accounting Technician  - Sun Health Care Corporation

2000 – 2000  

· Developed a Telecommunications Asset recovery process and time line for a Health Care Corporation.

· Designed and implemented the Excel Spreadsheet used to track the process and progress of recovery.

· Required discreet contact with internal Accounting, Telecommunications Vendors and closing facilities.

· Process used to recover Telecommunications assets from approximately 175 Health Care offices.

· Used Microsoft Office products Word, Excel, Outlook, and internal Accounts Payable and Accounting systems to research, produce and maintain above processes.
Office Manager – B3inc Information Services

1996 – 2005

· Reconciled bank statements, maintained accounting records.

· Performed all functions of starting and operating a small business.
· Interacted with Local, State and Federal agencies, CPA and attorneys to establish proper foundation.

· Oversaw the preparation, purchase and marketing of Intellectual Property and obtained “Patent Pending” status.

· Assisted in design and maintenance of business website, including PowerPoint web presentation.

· Provided Customer Relations point of contact.

· Used Microsoft Word, Excel, Front Page, Outlook, PowerPoint, and Quicken QuickBooks.

Accounting Tech.-Cost Accounting – RELTEC Access Systems

Engineering Buyer’s Assistant – RELTEC Access Systems

1997 – 1999

· Reconciled and researched accounting discrepancies with Purchasing, Receiving and Accounts Payable departments.

· Reconciled and analyzed inventory flow in and out of the Manufacturing Plant.

· Interacted with Accounting, Manufacturing and Purchasing departments to identify and correct inventory issues.

· Maintained Inventory Cost Analysis Reports.

· Review and processing of purchase requisitions, purchase order modifications and invoices through to vendor payment.

· Interact with Accounting department to ensure that capitalized equipment was assetted.

· Used Microsoft Word, Excel, Outlook, Power Man inventory control and SAP AP & GL modules.

Bookkeeper – Rain Tunnel Car Washes, Albuquerque, NM

1996-1997

· Reconciled seven checking and savings accounts.

· Post from source documents to Cash Journal, Accounts Payable, Accounts Receivable, and General Journal.

· Prepared and researched Accounts Receivable statements and Accounts Payable payments.

· Prepared month-end closing of data and transmit to CPA. 

· Advised owners as to financial condition for cash flow management.  

· All processes performed on a Personal Computer with Checkbook Solutions (CBS) Accounting software for DOS, MS Excel 5.0for Windows 3.1 and WordPerfect 5.1 for DOS.  

Accounting Tech. /Insurance Specialist - Menasco Employee’s Federal Credit Union, Bedford, TX 

1995-1996 

· Reconciled and maintained an insurance database of Credit Union members.

· Monitored all insured loans for compliance with Credit Union regulations and forced insurance when necessary. 

· Assisted with daily deposit and customer service (EDS database). 

· Posted Cash Journal, General Ledger, and Trial Balance, prepared financial Statements.

· Provided PC support for two PCs and printers.

· All processes performed on a Personal Computer with Lotus 1-2-3, in Windows 3.1 and Windows 95, used Windows /MS Word for any word processing.

Accounting Clerk/Accounts Receivable - Ameristar Insurance; Bedford, TX

1994 

· Posted payments to GL.

· Reconciled, prepared and balanced daily deposit to payments 

· Monitored and processed accounts payable disbursements.

·  Special projects as assigned. 
· Used an in-house data entry system  (UNIX).
Accounting Specialist in Sub-ledger Accounting - New Mexico Educational Assistance Foundation; Albuquerque, NM

1990-1993

· Reconciled twelve sub-ledger accounts to the General Ledger monthly.

· Reconciled and balanced daily Payment and Adjustment Journals to Daily Deposit. 

· Balanced Payment Window cash drawers to Daily Deposit for Window. 

· Produced Monthly Trust and Loan Summary Reports for Board of Directors.

· Completed Special Projects as assigned.   

· Used a Personal Computer, Quattro Pro and Word Perfect software. 

 Bookkeeper - Eugene McCurdy; Albuquerque, NM 
1988-1990

· Reconciled bank statements and maintained accounting records for six companies.

Quality Control Manager/Customer Service Liaison/Bookkeeper - Hall Precision Machining, Inc.; Estancia, NM 

1980-1986

· Performed bookkeeping and job quoting functions.

· Mechanically inspected finished-machined products to Government supplied specifications. 

· Supervised repair and calibration of inspection equipment.

· Performed as Customer Service Liaison to clients.  

Inventory Control Clerk/Payroll Clerk - Pizza Hut District Office; Albuquerque, NM
1982-1982

· Reconciled inventory analysis of food and product usage for 46 stores.

· Maintained payroll information for approximately 500 employees.

· Used IBM 300 Network system

Owner, Operator - Capillia Bookkeeping Service; Estancia, NM 

1978-1980 

· Bank reconciliation/Journals/Financial Statements for a small business.   

Junior Auditor /Financial Accounting & Payroll Supervisor - First National Bank; Albuquerque, NM
1974-1978 

· Reconciled fifteen Credit Bank Accounts. 

· Supervised an Accounting Staff of four whose duties included: Payroll, A/P, Financial reporting

· Assisted in preparation of month end General Ledger entries and Financial Statements.  

EDUCATION

· Accounting Diploma: Albuquerque Technical - Vocational Institute

· Psychology Major: (2 years) Point Park College, Pittsburgh, PA.

· Computer courses:  ExecuTrain Training Center – Bedford Texas

· Microsoft Office Windows 95 Applications:  Beginning through Advanced:  Excel, Word, Access, PowerPoint

· Updated: Excel 2000 Intermediate and Access 2000 Beginning and Intermediate 

SOFTWARE SKILLS

· Microsoft Office:  Access, Excel, Word, PowerPoint, Outlook, Internet Explorer, Windows Explorer, FrontPage 

· Business:  Lotus Notes, Time and Place, Chesapeake Total Reconcilement Solution (T-Recs), GFS People Soft, SAP GL and AP modules, Oracle General Ledger and Query modules.

· Other:  Quicken, Print Shop

REFERENCES

· Available upon request
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