JANET KAVANAUGH
80 Paddleboat Lane #701

Hilton Head Island, South Carolina 29928

Home: 843 842-2350   Cell: 843 247-2371
E-mail: janetkavanaugh@yahoo.com
SUMMARY OF EXPERIENCE:

JK Enterprises – Owner, June 1996 to Present 

· Teach computer software programs to individuals

· Teach bookkeeping procedures to employees of clients

· Process monthly payroll reports, review bank statements review and bookkeeping entries and on a monthly basis

Morris & Whiteside Galleries, LLC – Business Manager, February 2000 to January  2009

· Responsible for accounting procedures for the Red Piano Art Gallery and the Palmetto Bluff Art Gallery
· Responsible for maintaining continuing operation of all company computers

· Responsible for purchase of software, hardware and equipment

· Directed operations for 2 to 3 live auctions a year staged in Scottsdale, Arizona, Houston, Texas and Charleston, South Carolina with a maximum gross income of over $9 million per event
Hilton Head Island Cultural Council – Administrator September 1993 to June 1996
· Fundraising activities including direct contact with contributors and staging of fundraising events

· Managed and scheduled 25 – 30 volunteers for office assistance, re: mailings, reception, phones etc.
· Managed day to day administrative activities of the office and accounting procedures

· Prepared all Board meetings 


Hilton Head Island Chamber of Commerce – Assistant to the President, 1985 to 1989
· Liaison to the National Governors’ Conference, and Bud Light National Triathlon Championship
· Organized the Hilton Head Island St. Patrick’s Day Parade 
· Administrative duties relating to the Office of the President
Office of the Speaker of the New York State Assembly – Administrative Assistant, 1977 to 1985
· Maintained 5000 name database for all mailings
· Assisted Senators and Assemblymen at NYS sponsored public hearings

· Resolved constituent’s problems with different government agencies
SKILLS:
Proficient in:

· Microsoft Word, Excel, Power Point, and Publisher

· QuickBooks and Peachtree Accounting software

· Artsystems Gallery Pro (Art gallery inventory and database management)

· AuctionFlex and Maestro Soft (Auction management software)
