JUDY ANN BURKETT
judy@burkettlakesfarm.com
374 Fencepost Lane
Rock Hill, South Carolina 29730

 803-242-4934


EDUCATION: 
Certificate in Network Operations (Cisco) 8/2003 
Associate in Computer Technology 8/2003  

Photography 2000 

Computer Skills: 
MAS 90,  Proficient in QuickBooks. Microsoft Office (Word, Excel, Access), HTML, Internet, E-mail, MS-DOS, Built Website – www.burkettlakesfarm.com 

EXPERIENCE:

      July 21, 2008 – December 15, 2008   

 Premier Resources, Charlotte, NC      Position with Anderson America 
· Data Entry in MAS90.
· Accounts Payable Invoice Entry and Batch Creation, Selecting Bills to be Paid, Matching Checks to Bills after Check Run.
· General Journal Coding

· Purchase Order, Sales Order, and Journal Entries

· Monthly Sales Report/Months End Balance

· Sales and Use Taxes

· Check Deposits.
· Month  End Reconciliation Process 
· Analyze customer accounts
· Collections

· Order Office Supplies
 October 2005 – December  2007  

 John Hayes Builders Inc, Pineville, NC      Administrative Assistant 
· Responsible for  Payroll, Accounts Payable and Receivables updates in QuickBooks Contractors Edition 
· Billing for the woodshop.
· Account reconciliation.
· Researching payments. 
· Successfully set up network and maintaining the network.

· Teaching the computer to the owner of the woodshop.   

September 1999– January 2001 and  February 2003 to October 2005 

Simpson Housing Solutions, Charlotte, NC  -  Administrative Assistant to the Director of Construction 

· Responsible for AIA Contracts and documentation.

· Responsible for updating monthly construction site reports.

· Tracked progress of 31-40 projects for the Investor of each project with Excel Spreadsheets. 
· Performed Peer Reviews for Soils Reports, Phase 1 Environmental Reports.Architectural and Structural issues, ADA and Fair Housing compliance.  
· Responsible for requesting submittals, RFI's, CO's, and Close Out  Documentation.

· Responsible for expense reports and travel arrangements. 
July 2002 to February 2003 – Rock Hill City Planning Department Co-op, Rock Hill, South Carolina 

· Set up inspections for construction sites. 
· Closing out the billing accounts for the planning and inspections department.

· Issuing residential and commercial permits. 


October 2001- July 2002 Anne Springs Close Library Work Study, York Technical College, Rock Hill, SC 
· Built a website for the Head Librarian for the library and 
· Assisted students in research. 
· Created PowerPoint Presentation for the Libris Convention at York Technical College


May 1997– July 1999 Bilo, Inc. Rock Hill, SC 
Customer Service Manager 
· Responsible for interviewing, hiring, training and scheduling of fifty cashiers and courtesy Clerks for customer service department.

· Analysis of lane productivity reports to create a more efficient employee

· Maintenance of computerized cash -registers. 

· Responsible for cash control.


References Available upon request.
