
Home:  912-445-0788

Cell: 770-789-7908

1130 Canyon Oak Loop

Richmond Hill, GA 31324
hrcopeland2003@yahoo.com

Holly Copeland
	Objective
	To contribute over twenty years of administrative experience in an environment that cultivates stability with the opportunity for growth and success.

	Skills 
	QuickBooks, MS Word, Excel, PowerPoint, Lotus 1-2-3, Lotus Notes, PeopleSoft, OrgPlus 4.0, Visio, MS Access, MS Outlook, CCH Practice, ProSystem Tax & Engagement, Typing 110 wpm, KPH 14,000

	Experience
	Apr 2009-Present    Alutiiq, LLC                                      Ft. Stewart, GA

Project Administrator
· Assist with daily accounts receivable and accounts payable functions

· Assist with incoming & outgoing mail

· Process client invoice packages

· Assist in preparation of submittals to government

· Prepare pre-qualification packages for sub-contractors

· Prepare waiver release forms

· Answer telephones

Oct 2007-Apr 2009  Paulding Construction Solutions    Kennesaw, GA

Office Manager/Bookkeeper
· Maintain QuickBooks Files for 9 companies

· Handle Daily Bank Deposits & Oversee All Accounts

· Monthly Bank Reconciliations for 9 companies

· Manage all Accts Payable & Accts Receivable for 9 companies

· Process Monthly Sales Tax Returns for 1 company 

· Open & Sort all mail 
· Process Payroll 

· Monthly Draw Submission to Banks for all Construction Projects

· Prepare Weekly Sales Reports for Owners (for Retail LLC)
· Prepare Monthly Revenue Reports for Owners (for Parent Company)
· Reconciliation of Credit Card Statements

· Assist attorneys & bankers with documentation needed for closings

· Risk Management:  Review & Maintain all Certificates of Insurance for Sub-Contractors
· Prepare Sub-Contractor Agreements for Construction Projects

· Prepare & Maintain Lien Waivers for Construction Projects

· Assist in Property Management for Two Locations 

· Assist in Preparation of Blueprints

· Various Marketing Related Assistance

May 2007-Oct 2007    CBIZ Atlanta                                       Atlanta, GA

Administrative Assistant 
· Marketing Coordinator for Atlanta office

· Finalization of Financial Statements & Tax Returns

· Oversee Bank Lockbox Daily for Incoming Cash Receipts

· Accounts Receivable

· Transcription

· Assist with Travel Arrangements

· Miscellaneous Research / Correspondence

· Proposal Preparation & Finalization

· Manage CPE Information

· Receptionist Back Up

May 2006-May 2007    Kirschner & Associates                    Marietta, GA

Project Manager 
· Manage & contribute to team efforts by accomplishing related results daily; managing 2 out of 3 teams Firm-wide
· Assist CEO in achieving financial objectives through preparation & execution of budgets

· Keeps CEO involved by generating, reviewing & analyzing special reports

· Manage & lead weekly team meetings for project management & delegation discussions

· Complete operational requirements by scheduling employees on projects & maintaining follow-through 
· Ongoing assistance to COO in design & implementation of new policies & procedures
· Initiates corrective action measures for policies & procedures not followed

· Ongoing client service management
· Ongoing assistance with assembly, preparation & quality control of tax returns and financial statements
Jul 2005-May 2006     PRG-Schultz International                Atlanta, GA

Executive Assistant / Human Resources Administrative Assistant II
· Read & route incoming mail for SVP, Human Resources
· Route mail for HR Department

· Create & process HR Change Forms

· Compile HR information for PeopleSoft entry

· Type miscellaneous correspondence regarding unemployment claims, meeting notes, corporate communications, etc.
· Organize & maintain HR file system; file correspondence

· Answer & screen phone calls for CEO and SVP, Human Resources

· Arrange conference calls for CEO and SVP, Human Resources, as well as HR Department

· Coordinate CEO’s schedule & make appointments
· Coordinate SVP, Human Resources schedule & make appointments
· Conduct research, compile and type statistical reports

· Employment verifications for Company
· Prepare severance packages for all terminated employees

· Coordinate & arrange meetings, prepare agendas, reserve & prepare facilities for meeting, create WebCast presentations for meetings
· Order & maintain office supplies for HR Department
· Prepare and track expense reports for SVP, Human Resources
· Prepare Payment Requests for submission to A/P

· Book travel for SVP, Human Resources & Director of Comp and Benefits
Jan. 2003-Jul 2005  Moore Colson Company, PC            Marietta, GA

Accounting Administrative Assistant 

· Financial Statement Preparation & Finalization

· Accounts Payable
· Bank Deposits for Accounts Receivable

· Daily Dictation for Managing Partner

· Travel Arrangements (Flights, Hotels, Car Rentals)

· Assist with processing of tax returns
· Assist with newsletters and reports (mailings)

· Proposals and PowerPoint Presentations for Marketing Purposes

· Manage CPE Information

· New Hire Orientation Processes

· Receptionist Back Up

2000 - 2003                Large & Gilbert, PC                            Atlanta, GA

Senior Administrative Assistant / Office Manager 

· Accounts Receivable, Daily Bank Deposits & Collections
· Facilities maintenance

· Financial Statement Preparation & Finalization

· Typing Correspondence, Dictation, PowerPoint Presentations/Profit Sharing Data Entry & Quarterly Newsletter Report
· Process Corporate & Individual Tax Returns

· Receptionist 

· Assistance with Monthly Billing Procedures for Firm 
References Available Upon Request


