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Solicitation Response

Purchasing Division
2019 Washington Street East
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Addendum No. 1 Accounting Technician II Temporary Staffing

Central Master Agreement
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 VENDOR

VS0000008443

HOME CARE ADVANTAGE INC
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Solicitation Number: CRFQ 0506 HHR2000000003
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FOR INFORMATION CONTACT THE BUYER
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All offers subject to all terms and conditions contained in this solicitation

FORM ID : WV-PRC-SR-001

Brittany E Ingraham

(304) 558-2157
brittany.e.ingraham@wv.gov
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 Line Comm Ln Desc Qty Unit Issue Unit Price Ln Total Or Contract Amount

Comm Code Manufacturer Specification Model #

Extended Description :

1 Accounting Technician II 6240.00000 HOUR $26.840000 $167,481.60

80111605

Accounting Technician II
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 BID RECEIVING LOCATION

  VENDOR                                                                                                                   

Vendor Name, Address and Telephone Number:

BID CLERK

DEPARTMENT OF ADMINISTRATION

PURCHASING DIVISION

2019 WASHINGTON ST E

CHARLESTON WV 25305

US

FORM ID : WV-PRC-CRFQ-001

All offers subject to all terms and conditions contained in this solicitation

DATEFEIN # Signature X 

FOR INFORMATION CONTACT THE BUYER

Brittany E Ingraham
(304) 558-2157
brittany.e.ingraham@wv.gov

Home Care Advantage Inc DBA HCA Staffing
1179 South 6th Street Indiana, PA 15701

1-844-604-7344    or   724-465-5863

724-471-2999 Fax

26-3569317 12/30/2019
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 ADDITIONAL INFORMATION:                                                                                                        

Addendum No. 1 - issued to change the buyer and contact information for this CRFQ.

Contact Information:  Brittany Ingraham, Senior Buyer
Email:  Brittany.E.Ingraham@wv.gov
Phone number:  304-558-0067

No other changes.

 INVOICE TO                                                                                                           SHIP TO

BUYER - 304-957-0209

HEALTH AND HUMAN RESOURCES
FINANCE

ONE DAVIS SQUARE, STE 300

CHARLESTON WV25301

US

BUYER - 304-957-0209

HEALTH AND HUMAN RESOURCES
ADMINISTRATION AND FINANCE

ONE DAVIS SQUARE, RM 300

CHARLESTON WV 25301

US

 Line Comm Ln Desc Qty Unit Issue Unit Price Total Price

1 Accounting Technician II 6240.00000 HOUR

Comm Code Manufacturer Specification Model #

Extended Description :

80111605

Accounting Technician II

 SCHEDULE OF EVENTS                                                                                                        

EventLine Event Date
1 Questions Due 2019-12-17

$26.84 $167,481.60





Home Care Advantage Inc DBA HCA Staffing
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26-3569317 12/30/2019
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REQUEST FOR QUOTATION 

CRFQ 0506 HHR2000000003 

 Temporary Staffing Services 

 

 

SPECIFICATIONS 

 

1. PURPOSE AND SCOPE:  The West Virginia Purchasing Division is soliciting bids on 

behalf of the Department of Health and Human Resources, Finance (DHHR), to establish 

a contract for Accounting Technician II temporary employees.  Job Class Specifications 

are included as Attachment 1. 

 
NOTE:  The WVDHHR has developed an EEOP Utilization Report and it is available 
at: http://www.wvdhhr.org/pdfs/H1.5%20Utilization%20Report%20and%20EEO%20policy.pdf.    

 

2. DEFINITIONS:  The terms listed below shall have the meanings assigned to them below.  

Additional definitions can be found in Section 2 of the General Terms and Conditions. 

 

2.1 “Contract Services” means Accounting Technician II temporary employees working in 

the Department of Health and Human Resources, Division of Accounts Payable, in auditing 

and posting payments as more fully described in the Job Class Specifications included as 

Attachment 1. 

 

2.2 “Pricing Page” means the pages, contained wvOASIS or attached hereto as Exhibit A, 

upon which Vendors should list its proposed price for the Contract Services.  

 

2.3 “Solicitation” means the official notice of an opportunity to supply the State with goods 

or services that is published by the Purchasing Division. 

 

2.4 “Temporary Staffing” means an employee provided by a vendor awarded a contract 

under this solicitation, to an agency of the State of West Virginia on a temporary basis. 

 

2.5 “Withholding” means any fee, tax or other sum of money required to withheld from an 

employee’s paycheck by federal, state, county, or municipal governing bodies. 

 

3. QUALIFICATIONS:  Vendors or Vendors’ staff is requirements are inherently limited to 

individuals rather than corporate entities, shall have the following minimum qualifications: 

 

3.1 NOTE:  If a Vendor awarded a contract subsequent to the RFQ observes any periods of 

shutdowns for more than a public holiday or a weekend, that information must be 

provided to DHHR that they have provided temporary employees.  An emergency 

telephone number must be supplied to permit DHHR a contact at the temporary agency 

during any overtime hours worked.  Information on Holidays are included as Attachment 

2.  

 

4. MANDATORY REQUIREMENTS: 

http://www.wvdhhr.org/pdfs/H1.5%20Utilization%20Report%20and%20EEO%20policy.pdf


 

4.1 Mandatory Contract Services Requirements and Deliveries:  Contract Services must 

meet or exceed the mandatory requirements listed below: 

 

 4.1.1 Payments: 

 

4.1.1.1 DHHR shall pay Vendor for all temporary staffing services in  

accordance with the rates established by the Contract as shown on the 

Pricing Page.  The Vendor’s billing rate for Accounting Technician II  

temporary employees shall include all costs associated with facilitating 

the temporary employment (e.g. employee compensation and overhead),  

as well as any and all insurance, taxes and other costs associated with  

employment of the temporary employees. 

 

  4.1.2 Overtime and Holiday Pay:   

 

4.1.2.1 Temporary employees may work more thang forty (40) hours in a week. 

Any temporary employees working in excess of forty (40) hours per  

week must obtain prior authorization from the agency. 

 

4.1.2.1.1 Vendor shall bill and DHHR shall pay 1.5 times the hourly 

billing rate contained on the Pricing Page for all authorized 

work in excel of forty (40) hours per week. 

 

4.1.2.2 Temporary employees may work on days recognized as a holiday by 

the State of West Virginia.  Vendor shall bill and DHHR shall pay 1.5 

times the hourly billing rate for any work performed on days 

recognized as a holiday by the State of West Virginia. 

 

4.1.2.3 In any instance where the agency is billed 1.5 times the hourly billing 

rate, Vendor must pay the temporary employees 1.5 times the 

temporary employee’s normal rate. 

 

  4.1.3 Fee Adjustment: 

 

4.1.3.1 The State of West Virginia may consider a vendor’s request to increase 

the hourly billing rate only if the federal or state minimum wage rate 

changes during the life of the contract and that rate change entitles the 

temporary employee to an increased salary.  Any adjustment shall be 

based on the actual dollar value of the increase not a percentage.  A 

request to increase the hourly billing rate by the Vendor may result in a 

change to the Vendor’s priority level. 

 

4.1.3.2 Any request for an increase should be submitted to DHHR Purchasing 

Division thirty (30) calendar days prior to the effective date of the 



increase and the contract may be amended accordingly or cancelled and 

re-bid.  No other increases will be considered. 

 

 

 

4.1.4 Timecard: 

 

4.1.4.1 The Vendors shall supply all temporary employees with timecards.  

Hours worked shall be reviewed and approved on a daily or weekly 

basis by the DHHR supervisor or designee.  Computer generated time 

keeping is acceptable as long as the time record is updated daily. 

 

4.1.5 Conduct and Management: 

 

4.1.5.1 The Vendors shall be responsible for the conduct and management of the 

temporary employee provided through this Contract and the employee 

are and shall remain the employees of the contract.  The State of West 

Virginia shall in no way be considered a co-employer. 

 

4.1.6 One-Week Notice of Temporary Employee Replacement: 

 

4.1.6.1 Vendors shall provide one-week notice, except in cases of a bona fide 

emergency, should Vendor be required to replace the existing temporary 

employee or provide a new temporary employee.  DHHR is not required 

to justify any request to replace temporary employee, nor is DHHR 

required to give advance notice. 

 

4.1.7 Smoke Free and Drug Free: 

 

4.1.7.1 Vendors shall advise their employee that the State of West Virginia 

require a smoke free and drug free workplace.  This Contract may 

require drug testing of the Vendor’s employees for specific placements. 

 

4.1.8 Background Check/References: 

 

4.1.8.1 DHHR may request background checks and or references for any 

temporary employee.  DHHR may request to interview the temporary 

employee prior to filling the positions to verify the individual has the 

qualifications for the temporary assignment.  Please note that, if 

request, Vendors will be responsible to pay for background checks. 

 

4.1.9 HIPAA: 

 

4.1.9.1 The HIPAA requirements are attached.  This must be signed by the 

Vendors and returned prior to issuance of any Contract. 

 



4.1.10 Ethics in Public Contracting: 

 

4.1.10.1 Vendors certifies the temporary services contract is entered into without 

collusion or fraud and the Vendors have neither offered nor received any 

inducements from any individual(s), public or private, in the preparation 

and pricing of the services to be provided. 

 

4.1.11 Immigration Refer and Control Act of 1986: 

 

4.1.11.1 Vendors shall provide temporary employees which are in compliance 

with the Immigration Reform and Control Act of 1986 (or current 

immigration laws). 

 

4.1.12 Equal Employment Opportunity:  

 

4.1.12.1 Vendors shall be an Equal Opportunity Employer and shall take all 

employment actions without regard to an individual’s race, color, 

national origin, ancestry, sex, religion, age, physical handicap, disability 

or political affiliations. 

 

4.1.13 Reports: 

 

4.1.13.1 In addition to what is covered by the General Terms and Conditions on 

this solicitation, quarterly reports required from the Vendors must 

contain: 

 

• Identification of each temporary employee (complete name). 

• Classification of each temporary employee 

• DHHR location where each temporary employee is working 

• Number of hours each temporary employee has worked (for each 

quarter, TYD and since initially beginning work for DHHR) 

• Hourly pay rate for each temporary employee 

• Total dollars paid to the temporary employee 

 

Note:  These reports are mandatory; failure to adhere to this may result in the 

cancellation of the Contract.  Such reports must be sent electronically (Excel 

document) to DHHR utilizing this Contract and to the buyer responsible for this 

Contract at DHHR Purchasing Division.  These reports are due with thirty (30) 

calendar days after the end of each calendar year quarter. 

 

 4.1.14 Exception Labor Sources: 

 

4.1.14.1 There are certain labor services available to DHHR outside of the 

temporary services contracts, and the issuance of the temporary service 

contracts shall not alter or interfere with the existing laws, policies 



and/or procedures for the use of these exceptional labor sources.  Some 

examples of these sources include: 

 

• Division of Personnel’s temporary personnel registers 

• Other State Agencies 

• Prison labor 

• Students from institutions of higher learning 

• Volunteers 

 

4.1.15 Agency Ordering Procedures: 

 

4.1.15.1 When the Contract is issued, DHHR will receive a spreadsheet to 

identify the lowest cost supplier for the Accounting Technician II 

classification.   

 

4.1.15.2  Vendor A will have first opportunity to provide temporary employee(s).  

DHHR shall contact Vendor A by email to fill a position in the 

temporary employee classification.  Vendor shall reply to DHHR within 

forty-eight (48) hours.  A reply from the Vendor indicating an 

unwillingness or inability to supply a temporary employee shall serve as 

a waiver from the Vendor and will be retained by DHHR.  When Vendor 

A is unable to supply the temporary employee or does not respond to 

DHHR within forty-eight (48) hours, the next awarded Vendor shall be 

contacted.  If the temporary employee sent by the Vendor is unable or 

unwilling to perform the job duties, DHHR shall request a waiver from 

the Vendor and contact the next awarded Vendor if the waiver is 

granted. 

 

Delivery Orders in excess of $25,000.00 shall require processing a 

Centralized Delivery Order through the WV State Purchasing Division.  

Order of $25,000.00 or under will be processed as Agency Delivery 

Orders.  Signed, dated vendor quote shall be included with each 

Delivery Order (i.e., scanned and electronically attached in wvOASIS). 

 

4.1.15.3 A Vendor providing services for this Contract shall respond to any 

request for temporary employee within forty-eight (48) hours of 

receiving the request, unless the request is identified by DHHR as an 

emergency.  When a temporary employee is requested on an emergency 

basis, the State my require an expedited response from the Vendor 

providing the temporary employee under this Contract. 

 

4.1.15.4 DHHR must send a Delivery Order to the Vendor to initiate the 

procurement of temporary services.  The Deliver Order shall contain a 

description of the services required, job location and number of hours 

required and start and end dates to the assignment.  All Delivery Orders 

shall be completed by DHHR.   



 

4.1.15.5 At the discretion of DHHR, the form attached as Exhibit B – Temporary 

Worker Request Form may be required prior to accepting a temporary 

employee offered by any Vendor.  If this form is used, it shall detail the 

job description, acceptable dress code, overtime requirements and any 

other pertinent information DHHR finds relevant.  This will ensure that 

all temporary employees arriving at DHHR will have full understanding 

of that is required of them for the temporary position.  If requested by 

DHHR, this form must be signed by the Vendor and the temporary 

employee, indicating that both the worker and the Vendor understand 

accept the restriction and requirements for the temporary position.  

DHHR may also use this form to list any prohibited activities by the 

temporary employee (discussion of pay, cell phone use, internet 

privileges, tobacco use, etc.). 

 

4.1.15.6 If a Vendor has indicated they can fill the position and the temporary 

employee does not report for the temporary position without a 

reasonably acceptable explanation (in the opinion of DHHR), DHHR 

may then go to the next low bidder to fill the temporary position. 

 

4.1.16 Absent Temporary Employees: 

 

4.1.16.1 All Vendors must notify DHHR immediately upon learning that the 

temporary employee will be tardy or will be absent from work.  The 

Vendor must instruct its employees that they must report absences to the 

Vendor and Vendor will communicate the absent to DHHR.  Failure to 

notify DHHR of an absent employee is grounds to move on the next 

bidder to fill the position.   

 

Note:  It is strongly recommended to the Vendors that they check with 

each temporary employee one day prior to the beginning of the 

assignment to verify the start date.  Vendors with a high percentage of 

“no shows” or a history of sending unacceptable temporary workers may 

be removed from the contract. 

 

4.1.17 Removing a Temporary Employee: 

 

4.1.17.1 Whenever a temporary employee is to be relieved of duties, DHHR shall 

notify the Vendor.  Whenever this removal is due to behavior and/or 

other unacceptable problems, the Vendor shall assist DHHR in 

retrieving the electronic pass card whenever one has been issued. 

 

4.1.18 Solicitation for Temporary Employees: 

 



4.1.18.1 Vendor shall not solicit work from DHHR.  When the need arises for a 

temporary employee, DHHR shall make the necessary contact.  

Solicitation for work for temporary employees is strictly prohibited. 

 

4.1.19 Hiring of Temporary Employees/Credit Applications: 

 

4.1.191 There shall be no fee incurred by the State of West Virginia if DHHR 

decides to hire a temporary employee into a permanent position. 

 

4.1.19.2 Vendor shall not require a credit application to be completed by DHHR. 

 

4.1.19.3 Vendor shall not request nor require any additional forms, policy 

statements, etc. to be signed by DHHR. 

  

4.1.19.4 No additional terms and conditions shall be requested or required by 

Vendor to DHHR for any positions filled through this contract. 

 

5. CONTRACT AWARD: 

 

5.1 Contract Award:  This will be a progressive award contract and awards will be made to 

vendors demonstrating their ability to meet all requirements set forth in this solicitation 

based on lowest cost.  The low bid will be designated as the “A” vendor, the next lowest 

bid will be designated as the “B” vendor and so on. 

 

5.2 Pricing Page:  Vendor should provide pricing information for the Accounting Technician 

II temporary employees.  Vendors should complete the Pricing Page (Exhibit A) by 

providing an hourly rate paid for the temporary employees, inclusive of withholding, 

overhead rates, and any other associated costs.  Vendor should complete the Pricing Page 

in full as failure to complete the Pricing Page in its entirety may result in the Vendor’s 

bid being disqualified. 

 

Vendor should type or electronically enter the information into the Pricing Pages 

through wvOASIS, if available, or as an electronic document.   

 

6. PERFORMANCE:  Vendor and Agency shall agree upon a schedule for performance of 

contract services and contract service deliverables, unless such a schedule is already included 

herein by Agency.  In the event that this Contract is designated as an open-end contract, 

Vendor shall perform in accordance with the release orders that may be issued against this 

Contract. 

 

7. PAYMENT:  Agency shall pay hourly rate as shown on the Pricing Page, for all contract 

services performed and accepted under this contract.  Vendor shall accept payment in 

accordance with the payment procedures of the State of West Virginia. 

 

8.  TRAVEL:  Vendor will only be paid for temporary employee’s travel in instances where 

DHHR specifically provides written authorization for the temporary employee to travel.  



Vendor shall only bill for time that temporary employees are working at a designated 

temporary employment location or on approved travel.  Vendor shall not bill for travel from 

the temporary employee’s home to the designated temporary employment location.  The 

Vendor shall be reimbursed for a temporary employee’s travel expenses in accordance with 

the State of West Virginia travel regulations. 

 

9. FACILITIES ACCESS:  Performance of contract services may require access cards and/or 

keys to gain entrance to Agency’s facilities.  In the event that access cards and/or keys are 

required: 

 

9.1 Vendor must identify principal service personnel which will be issued access cards and/or 

keys to perform services. 

  

9.2 Vendor will be responsible for controlling cards and keys and will pay replacement fee, if 

the cards or keys become lost or stolen. 

 

9.3 Vendor shall notify Agency immediately of any lost, stolen or missing card or key. 

 

9.4 Anyone performing under this Contract will be subject to Agency’s security protocol and 

procedures. 

 

9.5 Vendor shall inform all staff of Agency’s security protocol and procedures. 

 

10. VENDOR DEFAULT: 

 

10.1 The following shall be considered a vendor default under this Contract. 

 

10.1.1 Failure to preform Contract Services in accordance with the requirements 

contained herein. 

 

10.1.2 Failure to comply with other specifications and requirements contained herein. 

 

10.1.3 Failure to comply with any laws, rules and ordinances applicable to the Contract 

  Services provided under this Contract. 

 

10.1.4  Failure to remedy deficient performance upon request. 

  

10.2 The following remedies shall be available to Agency upon default. 

 

10.2.1 Immediate cancellation of the Contract 

 

10.2.2 Immediate cancellation of one or more release orders issued under this Contract 

  

10.2.3 Any other remedies available in law or equity.  

 

11. MISCELLANEOUS: 



 

11.1 Contract Manager:  During is performance of this Contract, Vendor must designate and 

maintain a primary contract manager responsible for overseeing Vendor’s 

responsibilities under this Contract.  The Contract manager must be available during 

normal business hours to address any customer service or other issues related to this 

Contract.  Vendor should list its Contract manager and his or her contact information 

below: 

 

 

 

    Contract Manager:  _____________________________________ 

    Telephone Number:  ____________________________________ 

    Fax Number:  _________________________________________ 

Email Address:  _______________________________________ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Larry Manners Chief of Operations
1-844-604-7344    or   724-465-5863 Phone 

724-471-2999 Fax
l.manners@hcastaffing.com



 

Exhibit A 

Cost Sheet for Accounting Technician II 

 

Contract 

Item 
Description 

 

Number of 

Employees 

Estimated 

Hours per 

Employee 

Price per Hour Extended Price 

Section 4 

Temporary 

Services – 

Accounting 

Technician II 

 

 

3 
2,080 $ $ 

Estimated Total $ 

 

• Estimated Hours per Employee are for estimation purposes only for the cost proposal. 

• To calculate the Extended Price Vendor will multiply Number of Employees by Estimated Hours 

Per Employee by Price per Hour.  Vendor should carry this amount down to the Estimated Total. 

• The per hour rate is an all- of withholding, overhead rates, and any other associated costs necessary 

to provide the services required in this solicitation. 
 

 

 

 

 

26.84 $167,481.60

$167,481.60



 

EXHIBIT B 

Temporary Worker Request Form 

 

West Virginia State Agency: Department of Health & Human Resources 

Contact:  

Telephone Number:  

Classification: Accounting Technician II 

 

 

Agency Requirements for Temporary Worker(s) 

 

 

 

 

 

 

 

 

 

 

Restrictions/Prohibitions for Temporary Worker(s) 

 

 

 

 

 

 

 

 

 

 

 

 

Form must be signed by both the temporary worker and representative of the temporary agency 

indicating acceptance of all requirements and restrictions for this temporary worker position.  

 

 

________________________    ________________________ 
Temporary Agency Representative     Temporary Worker  

 
 
_______________      _______________ 

Date         Date  

















Home Care Advantage Inc DBA HCA Staffing

President

12/30/2019



A096819
Typewritten Text
All [types of PHI listed on App. A] in paper, electronic, verbal, or any other form.
Including, but not limited to:

All possible Personal Health Information.  

Client names, diagnoses, contact information, birthdates, social security numbers, phone numbers, medical record numbers, health insurance beneficiary numbers, fax numbers, account numbers, license numbers, photos from drivers license











































Larry Manners Chief of Operations

Larry Manners Chief of Operations

1179 South 6th Street Indiana, PA 15701

1-844-604-7344    or   724-465-5863 Phone 724-465-5865 or 724-471-2999 Fax

l.manners@hcastaffing.com

Home Care Advantage Inc DBA HCA Staffing

President

Dr. Michael Gehosky, President

12/30/2019

1-844-604-7344    or   724-465-5863 Phone 724-471-2999 Fax



X

Home Care Advantage Inc DBA HCA Staffing

12/30/2019



Anel Tessman
Responsible Professional
Charleston, WV
Authorized to work in the US for any employer

Work Experience

Staff Accountant
Boghosian Raisin Packing - Fowler, CA
November 2016 to October 2018

Month-end accounting, JE's, Accounts Receivable (including collections), contracts work, training staff,
customer service, grower accounting

Professional Tutor
Southwestern Illinois College - Belleville, IL
November 2014 to September 2016

-- Assisting students in reaching their academic goals by providing guidance with homework and
learning techniques. 
-- Reviewing scholarship candidates within a committee

Loan Documentation Specialist
Wells Fargo Home Mortgage - Springfield, IL
January 2009 to July 2009

-- Reviewed loan documentation for compliance with federal mortgage regulations for a nationally
recognized financial services company 
-- Trained in banking laws and procedures

Accounts Payable/Receivable Clerk
ThyssenKrupp Crankshaft - Danville, IL
February 2008 to August 2008

-- Carried out accounts payable/receivable and inventory responsibilities in an international
manufacturing corporation 
-- Experience working in SAP - comprehensive enterprise software environment

Accountant/Administrator
Danville Area Community College - Danville, IL
2006 to 2007

--Prepared financial statements and budget, conducted state reporting for Job Training Program at a
public non-profit higher education organization 
--Managed and audited grants; processed accounts payable and receivable 
--Experience in Datatel Colleague software used by colleges and universities



Accounting Clerk
Sansone and Associates, P.C. - Crystal Lake, IL
December 2005 to August 2006

Worked on payroll in a CPA firm, conducted auditing of personal tax returns. Bookkeeping, reconciling
bank statements, payroll.

Education

Bachelor of Science in Business Administration in Accounting
Columbia College of Missouri - Crystal Lake, IL
2004 to 2006

Skills

• Excel (10+ years)
• Accounting (6 years)
• Bookkeeping
• Accounts Receivable
• Payroll

Additional Information

Fluent in Russian



Brandon Treadway
Accountant/Auditor - State of WV 
Beckley, WV 25801

Work Experience

Accountant/Auditor
State of WV - Charleston, WV
January 2017 to Present

• Make Journal Entries
• Make Draws for Government Funds
• Maintain & Review Expenditure & Budgetary Records
• Evaluates Efficiency & Effectiveness of Various Programs

Staff Accountant
Gibbons & Kawash, A.C. CPA's - Charleston, WV
January 2016 to December 2016

• Audit of Financial Statements
• Provide Tax Services
• Review Organizations' Internal Controls
• Ensure adherence to Compliance Regulations and Guidelines
• Consultation Services to Clients to address their Personal Needs

Staff Accountant
Dearien & Company, A.C. CPA's - Charleston, WV
November 2013 to December 2015

• Audit of Financial Statements
• Provide Tax Services
• Review Organizations' Internal Controls
• Ensure adherence to Compliance Regulations and Guidelines
• Consultation Services to Clients to address their Personal Needs

Education

B.B.A. in Accounting in Accounting
Marshall University - Huntington, WV
December 2011

A.B.A
Southern WV Community & Technical College - Danville, WV
September 2009 to March 2010



Skills

• Auditing
• Tax Preparation



Kenneth Tucker
Billing Manager - Charleston Orthopedic Company 
Dunbar, WV 25064

Willing to relocate: Anywhere

Work Experience

Billing Manager
Charleston Orthopedic Company
March 2012 to Present

• Handled all billing procedures for each patient claim, patient authorization and posted claims when
paid
• Forwarded all claims to the proper insurance company and followed up to verify all claims were paid
appropriately
• Decreased the receivables by 55% in just 6 months

Laboratory Technician
Health Research Systems
June 2010 to June 2011

• Initiated drug and alcohol testing for clients
• Managed the test for Pre-employment, random, and post accident testing to be reported to either
future or present employers
• Handled fingerprint background checks for employment and HAZMAT truck drivers

Hanger Prosthetic and Orthotics
November 2009 to June 2010

Office Administrator 
• Handled all billing, reimbursement and collections along with the office management duties
• Handled all accounts payable and accounts receivable
• Accomplished collecting the highest branch monthly collections of $80,000.00 for the month of

Custodian
Dunbar United Methodist
2010 to January 2010

Reimbursement Specialist
Health Data Solutions
May 2008 to November 2009

May 2008 to November 2009 
Duties include all janitorial, maintenance, and preparation for services and special events. 

Reimbursement Specialist 
Health Data Solutions 



December 2007 to May 2008 
• Reviewed all incoming bills for processing 
• Submitted claims to proper insurance companies and handle all follow-up to ensure proper payment 
• Received receipt of that payment and would post payment to proper account with appropriate 
adjustment if needed 
• Researched all unpaid claims for non-payment, incomplete information, authorizations, inaccurate 
insurance information, as well as all coding problems 
• Accomplished to collect one physician's collections by $107,000.00 for the month of January 2008

Billing Manager
Charleston Orthopedic Company
September 2004 to September 2007

• Handled all billing procedures for each patient claim, patient authorization and posted claims when
paid 
• Forwarded all claims to the proper insurance company and followed up to verify all claims were paid 
appropriately 
• Decreased the receivables by 55% in just 6 months

Medical Biller / Customer Service Representative
Home Health Care Services
July 2002 to August 2004

• Handled customers in-person and on the phone 
• Kept authorizations up to date by following up with patients to verify usage and need of each piece of
equipment issued. 
• Dispensed nebulizer medication to Medicare patients and verified the patients qualified with
corresponding diagnosis 
• Recorded an average of 30 Medication Patients and 50 authorizations a month 
• Recorded and reported daily and monthly sales report totals to company president

Education

Diploma in Accounting
Dupont High School

West Virginia State College

Skills

• BILLING (10+ years)
• MEDICAL BILLING (Less than 1 year)
• MEDICAL INVOICING (Less than 1 year)
• People Soft
• claims
• Collections
• Accounts Receivable
• Quickbooks
• Filing



• Accounts Payable
• Receptionist
• coding
• Microsoft Office
• CPT
• Accounting
• Outlook
• Data Entry
• Excel
• Microsoft Excel
• Medical Terminology
• Training
• Epic

Certifications/Licenses

driver's license

Assessments

Accounting Skills: Bookkeeping — Familiar
February 2019

Measures a candidate's ability to calculate and determine the accuracy of financial data.
Full results: https://share.indeedassessments.com/share_assignment/4ltkcetfttfqvu4o

Accounting Skills: Basic Principles — Familiar
February 2019

Measures a candidate's ability to prepare financial records according to federal policies.
Full results: https://share.indeedassessments.com/share_assignment/l7tdiwv3qqgylqza

Attention to Detail — Completed
January 2019

Identifying differences in materials, following instructions, and detecting details among distracting
information.
Full results: https://share.indeedassessments.com/share_assignment/nyyfgn5vposqknvr

Receptionist — Proficient
July 2019

Using basic scheduling, attention to detail, and organizational skills in an office setting.
Full results: https://share.indeedassessments.com/share_to_profile/
ad86b248db193820ff88e73a8d8e1141

Personality: Hard-Working — Expert
June 2019

Measures a candidate's tendency to be rule-abiding, well-organized, hard-working, confident, and think
before acting.

https://share.indeedassessments.com/share_assignment/4ltkcetfttfqvu4o
https://share.indeedassessments.com/share_assignment/l7tdiwv3qqgylqza
https://share.indeedassessments.com/share_assignment/nyyfgn5vposqknvr
https://share.indeedassessments.com/share_to_profile/ad86b248db193820ff88e73a8d8e1141
https://share.indeedassessments.com/share_to_profile/ad86b248db193820ff88e73a8d8e1141


Full results: https://share.indeedassessments.com/share_to_profile/
c11ffb0c5df9c9998799e8a47ec8f778eed53dc074545cb7

Delivery Driver — Highly Proficient
July 2019

Interpreting instructions, reading maps, and solving problems.
Full results: https://share.indeedassessments.com/share_to_profile/
e4f1e409cad3e9c608f4f8b1592b42abeed53dc074545cb7

Customer Focus & Orientation — Highly Proficient
August 2019

Responding to customer situations with sensitivity.
Full results: https://share.indeedassessments.com/
share_to_profile/6efeae720fb37b191d6dc6c22957cd6aeed53dc074545cb7

Accounting Skills: Bookkeeping — Familiar
March 2019

Calculating and determining the accuracy of financial data.
Full results: https://share.indeedassessments.com/
share_to_profile/9f597a8e52aa87f2add29d37db564335eed53dc074545cb7

Medical Billing — Familiar
August 2019

Understanding the procedures and forms used for medical billing.
Full results: https://share.indeedassessments.com/
share_to_profile/0daf9ef275a0c5762df203447c64814feed53dc074545cb7

Data Entry — Proficient
October 2019

Measures a candidate's ability to accurately input data and effectively manage databases.
Full results: https://share.indeedassessments.com/
share_to_profile/42574ffd01b266e8192f5e68cd565b9ceed53dc074545cb7

Administrative Assistant — Proficient
October 2019

Using basic scheduling, attention to detail, and organizational skills in an office setting.
Full results: https://share.indeedassessments.com/share_to_profile/
a2e34d6858b4011e3464ce06ee34b019eed53dc074545cb7

Reliability — Completed
July 2019

Tendency to be dependable and come to work.
Full results: https://share.indeedassessments.com/share_to_profile/
efe23aa5d02ad4321de3a3251232cec7eed53dc074545cb7

Attention to Detail — Completed
June 2019

https://share.indeedassessments.com/share_to_profile/c11ffb0c5df9c9998799e8a47ec8f778eed53dc074545cb7
https://share.indeedassessments.com/share_to_profile/c11ffb0c5df9c9998799e8a47ec8f778eed53dc074545cb7
https://share.indeedassessments.com/share_to_profile/e4f1e409cad3e9c608f4f8b1592b42abeed53dc074545cb7
https://share.indeedassessments.com/share_to_profile/e4f1e409cad3e9c608f4f8b1592b42abeed53dc074545cb7
https://share.indeedassessments.com/share_to_profile/6efeae720fb37b191d6dc6c22957cd6aeed53dc074545cb7
https://share.indeedassessments.com/share_to_profile/6efeae720fb37b191d6dc6c22957cd6aeed53dc074545cb7
https://share.indeedassessments.com/share_to_profile/9f597a8e52aa87f2add29d37db564335eed53dc074545cb7
https://share.indeedassessments.com/share_to_profile/9f597a8e52aa87f2add29d37db564335eed53dc074545cb7
https://share.indeedassessments.com/share_to_profile/0daf9ef275a0c5762df203447c64814feed53dc074545cb7
https://share.indeedassessments.com/share_to_profile/0daf9ef275a0c5762df203447c64814feed53dc074545cb7
https://share.indeedassessments.com/share_to_profile/42574ffd01b266e8192f5e68cd565b9ceed53dc074545cb7
https://share.indeedassessments.com/share_to_profile/42574ffd01b266e8192f5e68cd565b9ceed53dc074545cb7
https://share.indeedassessments.com/share_to_profile/a2e34d6858b4011e3464ce06ee34b019eed53dc074545cb7
https://share.indeedassessments.com/share_to_profile/a2e34d6858b4011e3464ce06ee34b019eed53dc074545cb7
https://share.indeedassessments.com/share_to_profile/efe23aa5d02ad4321de3a3251232cec7eed53dc074545cb7
https://share.indeedassessments.com/share_to_profile/efe23aa5d02ad4321de3a3251232cec7eed53dc074545cb7


Identifying differences in materials, following instructions, and detecting details among distracting
information.
Full results: https://share.indeedassessments.com/
share_to_profile/00d900329d503176b24a411329d8ca12eed53dc074545cb7

Problem Solving — Completed
July 2019

Measures a candidate's ability to analyze relevant information when solving problems.
Full results: https://share.indeedassessments.com/share_to_profile/
f532d046cc6d729d5d3d5a28c6fc8968eed53dc074545cb7

Accounting: Basic Principles — Completed
April 2019

Measures a candidate's ability to prepare financial records according to federal policies.
Full results: https://share.indeedassessments.com/share_assignment/nkgzrikl4wbwkeni

Indeed Assessments provides skills tests that are not indicative of a license or certification, or continued
development in any professional field.

Additional Information

Skills 
 
Medical Billing

https://share.indeedassessments.com/share_to_profile/00d900329d503176b24a411329d8ca12eed53dc074545cb7
https://share.indeedassessments.com/share_to_profile/00d900329d503176b24a411329d8ca12eed53dc074545cb7
https://share.indeedassessments.com/share_to_profile/f532d046cc6d729d5d3d5a28c6fc8968eed53dc074545cb7
https://share.indeedassessments.com/share_to_profile/f532d046cc6d729d5d3d5a28c6fc8968eed53dc074545cb7
https://share.indeedassessments.com/share_assignment/nkgzrikl4wbwkeni


Laurie Gandee
Accounts Receivable Analyst
Saint Albans, WV 25177

Business administration professional with over 20 years Sales Accounting experience, 12 years of SAP 
experience, 6 years Quick Books experience, 6 years Connectwise experience, and six months of legal 
billing and Elite experience. Solid background in problem solving for vendors and customers in the 
areas of billing and adjustments. Experience in General Ledger entries, account reconciliation, and 
monthly closing. Providing continuous support for the Customer Service Team through resolution of 
warehouse, counter, vendor, and customer issues. Microsoft Office and Oracle Financials experience. 
Collections.

Work Experience

Accounts Receivable Analyst
Alpha Technologies - Teays Valley, WV
September 2013 to September 2019

Billing 
• Collections
• Analyze Accounts

Billing Clerk
SPILMAN THOMAS & BATTLE, PLLC - Charleston, WV
2012 to 2013

Billing support for Charleston and North Carolina Office. 
• Prepare monthly manual billings.
• Prepare, edit, and cancel monthly, quarterly, and final billings.
• Set up and modify new clients in Elite system for all types of billings.
• Generate monthly proformas and statements.
• Answer attorney and client questions regarding billing issues.
• Create and generate monthly, quarterly, and annual reports for clients.
• Analyze client accounts and retainers.
• Electronic billing.
• Attend monthly meetings to explain importance of new matters to new employees.

Branch Administrator
GRAYBAR ELECTRIC COMPANY - Charleston, WV
2004 to 2010

Generate and analyze daily, weekly, monthly, and year end branch reports. 
• Participate as a member of the Branch Steering, Gross Margin Enhancement, and Stock Committees.

• Analyze vendor and customer accounts.
• Resolve vendor billing discrepancies.



• Review vendor invoices and approve for payment. 
• Reconcile vendor costs and special sales deal credits. 
• Investigate and solve warehouse receiving problems. 
• Work with various freight companies to resolve freight claims. 
• Assist and resolve customer issues concerning billing and returns. 
• Serve as a resource for SAP questions.

Billing Coordinator/Cash Resolution Specialist
GE SILICONES - South Charleston, WV
1996 to 2003

South Charleston, WV 1996 - 2003 
(GE Silicones acquired OSI Specialties in August 2003. Formerly known as Union Carbide, Witco, CK
Witco, and Crompton Corporation.) 
 
Billing Coordinator/Cash Resolution Specialist 
• Eliminated $2 million plus penalties of California State Tax exposure during audit. 
• Analyzed Capitalization Project account, resulting in $2.5 million revenue from affiliate. 
• Participated as core team member for the 1st implementation of the SAP system for the corporation.
 
• Served as core team member for the Foreign Trade Freight Forwarder transition team, resulting in
significant cost savings by consolidating to one Freight Forwarder. 
• Established and documented over 50 procedures for this position. 
• Generated an average of $1,050 per month revenue by implementing an Emergency Order
Processing charge.

Administrative Assistant
UNITED TALENT - Charleston, WV
1995 to 1996

Financial Aid Clerk
WEST VIRGINIA STATE COLLEGE - Institute, WV
1990 to 1993

Education

Bachelor of Science in Business Administration
West Virginia State College - Institute, WV
1995

Skills

• Receivables (10+ years)
• Accounts Receivable (10+ years)
• AR (10+ years)



Margaret Daniels
Payroll Representative - Arc of The Three Rivers
Charleston, WV 25311

Payroll Clerk with 20 years' track record of collecting and compiling payroll data with accuracy. 
Expertise in payroll software, data entry and analyzing information. Looking to obtain a challenging 
position in an ethical and diverse company with the opportunity to learn new skills.

Work Experience

Payroll Representative
Arc of The Three Rivers - Charleston, WV
May 2010 to Present

• Reviewed personnel records to determine names, rates of pay, occupations of new hires and changes
in wage rates.
• Processed benefits, medical, vision, pension, 401K, sick, vacation and W-9 and I-9 forms to assist
new hires.
• Updated employee files with new details such as changes in address or salary levels.
• Operated 10-key calculators, computers, fax machines, copy machines and other office equipment to
produce documents.
• Independently maintained 100% accuracy in transferring correct data from payroll spreadsheets into
Provider pro system.
• Maintained employee confidence and protected payroll operations by keeping all information
confidential.
• Calculated salaries, rate changes, retroactive adjustments, overtime, bonus, vacation, termination
and garnishments using Provider Pro.
• Responded to employee questions and requests for information in a timely and knowledgeable
fashion.

Payroll Coordinator
ResCare Inc - Charleston, WV
June 2005 to June 2009

• Maintained HIRS- Kronos timekeeping system.
• Received and reviewed time records for 200 employees.
• Coordinated bi-weekly payroll for up to 200 personnel.
• Responded to employee questions and requests for information in a timely and knowledgeable
fashion.
• Maintained employee confidence and protected payroll operations by keeping information
confidential.

Billing Clerk
Process Strategies Inc - Charleston, WV
June 2001 to February 2004



• Reconciled past due accounts reduction in outstanding invoices. 
• Monitored outstanding invoices and performed collections duties.

Payroll Coordinator
Shawnee Hills - Charleston, WV
July 1990 to May 2001

• Applied knowledge of regulations, employment law and tax code to keep operations in compliance. 
• Coordinated bi-weekly payroll for up to 1500 personnel. 
• Received and reviewed time records for 1500 employees. 
• Produced documentation and reports regarding payroll activities. 
• Generated checks and stubs for direct deposits. 
• Performed calculations in payroll categories such as overtime, vacation and sick hours. 
• Maintained employee confidence and protected payroll operations by keeping all information
confidential. 
• Operated 10-key calculators, computers, fax machines, copy machines and other office equipment. 
• Responded to employee questions and requests for information in a timely and knowledgeable
fashion.

Education

High School Diploma
Charleston High School - Charleston, WV
1983

Accounting and Business Management
West Virginia State University - Institute, WV

Skills

• Payroll processing (10+ years)
• Payroll (10+ years)
• Garnishments (10+ years)
• Auditing (10+ years)
• Ten-key (10+ years)

Additional Information

Skills 
• New hire processing 
• Time sheet review 
• Data auditing assistance 
• Payroll processing 
• Data imports 
 
• Processing garnishments 
• Processing wage withholding orders 



• Ten-key operator 
• Check writing



Megan Bowman
South Charleston, WV 25309 

Authorized to work in the US for any employer

Work Experience

Office Manager and Bookkeeper
HDR, Inc - Charleston, WV
October 2017 to Present

Lead workers and assist with maintaining positive morale, work standards, and business development.

♦ Analyze and resolve work problems, or assists workers in resolving work problems
♦ AP, AR and quarterly reconciliation of all accounts using Access.
♦ Train new and existing employees on current policies, procedures and workflow.
♦ Accept and process Service-of-Process on behalf of 28,000 companies.
♦ Execute appropriate filings for operating business in West Virginia for over 28,000 companies to
insure they stay within legal compliance of West Virginia Code.
♦ Maintain specialized working relationships with West Virginia Secretary of State, UCC Division, Tax
Department and Insurance Commissioner.

Human Resources Assistant/Cash Office Clerk
Elder-Beerman - Charleston, WV
October 2015 to October 2017

Use multiple resources to identify and track variances in all cash, credit, check and merchandise card
purchases 
for multi-million dollar store and research mistakes when they occur. 
♦ Provide advanced administrative support to Human Resources Manager.
♦ Accounts Receivable, Accounts Payable and Reconciliation.
♦ Maintain HR records, assist with onboarding, new employee orientation, scheduling of up to 50
employees.

Receptionist
America's Best Contacts & Eyeglasses ❖ Opt Tech
September 2014 to October 2015

Work multiple roles within optometry practice including, but not limited to: Front Office Supervisor,
Receptionist, Sales Associate, Inventory Clerk, Optometric Technician, Patient Flow Coordinator and
Contact Lens 
Technician. 
♦ Use upselling techniques to effectively showcase benefits of additional products and services
offered.
♦ Utilized time management, communication and organizational skills to step in where needed and
facilitate



effective and efficient day-to-day operations.

Teller
JPMorgan Chase Bank
April 2012 to June 2013

Adhere to bank and federal policies and procedures including BSA, CTR, MIL & SAR. 
♦ Worked as part of a team that elevated branch to the top ten percentile of branches within JPMorgan
Chase
Banks for customer satisfaction and balance growth.
♦ Maintain drawer and vault balances throughout work day to insure no shortages or overages.

Waitress
Jolly Roger Restaurant
March 2007 to March 2012

Accurately take customer orders for food and beverages and deliver in a timely manner. 
♦ Maintain clean work area and stock of condiments and other food items.
♦ Accurately collect customer payments and dispense correct change.

Education

Business
Cumberland County College - Vineland, NJ
2013 to 2014

High School Diploma
Manteo High School - Manteo, NC
2002 to 2006

Skills

• Operations
• training
• Management
• Excel
• Inventory Control
• Inventory
• MS Office
• Microsoft Office
• Microsoft Word
• 10-Key (7 years)
• Data Entry (10+ years)
• Customer Service (10+ years)
• QuickBooks (Less than 1 year)
• Microsoft Access (2 years)
• Microsoft Outlook (4 years)
• Receptionist
• Scheduling



• Typing
• Outlook
• Microsoft Excel
• Billing
• Accounts Payable
• Payroll



Roy Woodard
Millwood, WV 25262

Sharp banking professional with talents which shine in competitive, innovative and creative 
environments. Track record of increasing sales, improving client retention and growing customer 
base.

Capable Accountant successful at managing multiple projects and consistently meeting deadlines 
under pressure. 
Extensive knowledge of accounting software and processes. 
Professional Accountant and Bookkeeper with 5 years of experience with accounts receivable and 
payable. 
Accounting professional with 4+ years extensive experience doing full financial statement audits, 
reviews, full disclosure compilations and government audits. 
Detail-oriented bookkeeping professional with 3+ years experience applying financial and managerial 
accounting practices.

Work Experience

Rehabilitation Finance Director
The West Virginia Association
2006 to 2014

to 06 -2019 
Evaluated budget plans and current costs to project trends and recommend updates 
Worked with regulatory representatives to complete accurate filings and maintain compliance 
Raised capital by building partnerships with investors and maintaining strong stockholder relationships

Planned and coordinated risk mitigation strategies to Protect company assets 
Handled all the financial reports according to General Accepted Accounting Principles 
Constellium Rolled Products Supervisor / General Manager from 01 - 2000 to 02 - 2013 
Ensured supply met demand by overseeing all merchandising decisions, replenishment and inventory
management 
Enhanced operational performance by developing effective business development strategies, systems
and procedures 
Directed all day-to-day operations of the casting of aluminum facility to provide safe and enjoyable
guest experience 
Direct and supervise approximately 150 employees 
Alcan Rolled Products Metal Control Supervisor from 01 - 1997 to 01 - 2000 
To take scrap aluminum that is of different chemical compounds and add them to furnaces. Melt this
down and add the correct additions to make the correct product that is excepted to be made.

Education

Bachelor Degree in Accounting in Accounting



West Virginia University
1996

Associate Degree in Business Administration in H & R Block Tax Knowledge
Assessment
West Virginia University

Skills

• Cost analysis

Additional Information

Skills: 
Cost analysis and saving Customer retention Materials handling and transport



Sharon Nichols
Accounting Specialist
Saint Albans, WV 25177

Strong Accounting and analytical skills. Over 25 years’ experience. Old school work 
ethic.

• Full charge accountant
• Financial Reports
• Cash receipts
• Accounts receivable
• Monthly and year end closings
• Accounts payable
• Monthly reconciliations
• Payroll
• Monthly, quarterly, and year end taxes.
• Journal entries
• Analyze variances. Determine causes. Make corrections when needed.
•Lead monthly meetings explaining variances that have occurred and possible solutions.

Authorized to work in the US for any employer

Work Experience

Account
Yeager Airport - Charleston, WV
June 2016 to October 2018

Accounts payable, deposit application, bank reconciliations, and invoicing.

PDA
PLANT DATA ANYLIS - South Charleston, WV
April 2015 to October 2015

position eliminated due to budgetary cuts. 
Kelly Strategic Account Operations 
Contracted to work for Dow Chemical (Institute Plant) 
Analyze plant actual expenses per cost center to monthly forecasts. Determining discrepancies are
not lining up with forest and what needs to be done to correct or prevent them to continue. Adjusting
forecasts when appropriate. Develop better forecasting tools. Accounting for future projects and how
they will affect the monthly forecast. Lead a monthly Cost to Serve meetings.

ACCOUNTING SPECIALIST
Buckskin Council
2004 to 2014

617, Boy Scouts of America 



Process all financial reporting, accounts payable, payroll, state and federal taxes, monthly and
quarterly reconciliations as well as monthly and year end closings. Reported directly to the Scout
Executive. Prepared all financial reports for the monthly board meeting and for monthly closings. Also,
we have a yearly audit and my work has always had excellent reviews.

Accounting
Various Accounting
2001 to 2004

Work through temporary agencies.

ACCOUNITING SPECIALIST
Buckskin Council
1998 to 2001

617, Boy Scouts of America 
Same as above.

Education

Bachelors of Business Administration in Accounting
MARSHALL UNIVERSITY
1980 to 1984

Skills

• Excel (9 years)
• Word (10+ years)

Additional Information

COMPUTER SKILLS 
Excel Word Many custom systems



Treena Krahl
Controller- Manufacturing Company - Express Personnel Services 
Charleston, WV

Work Experience

Controller- Manufacturing Company
Express Personnel Services - South Charleston, WV
2018 to Present

25309 

Robert Half 
Senior Accountant 
Old Dominion University 
150 West Main Street, Suite 1850 
Norfolk, VA 23510

Account/Owner
Kinder Books & Tax
2012 to 2017

Manage Employees and Workload of Office 

Companies: IT companies, Retail, Rental, Construction, Floral, Statistical, Consulting, Photographer,
Machine Shop, Electricians, Non-profits

Secretary/Accountant
WV Capitol City Biker Bash
2012 to 2017

Owner and Board Member 
Motor Cycle Rally Event held in June on the Kanawha Boulevard annually. This is a non-profit
organization and proceeds go to the charity of choice Hospice Care. Responsibilities of monthly
bookkeeping, taxes, and reporting to various Federal and State Agencies. Meetings with various City
of Charleston personnel to coordinate and prepare for event. Responsible for working with the Alcohol
and Beverage Commission to obtain alcohol permit. Responsible for licensing with WV State Raffling
Board for Motorcycle raffle. 

Skills Financial Statements, Payroll, Payroll Taxes, Quarterly and Yearly Taxes, Reconciling Bank and
Bookkeeping accounts, Journal Entries, Accounts Payable, Accounts Receivable, Gaining Non-profit
Status for organizations, Setting up new businesses, Administrative duties, Billing and Collections of
Receivables, Corporate, Partnerships, Non-Profit, S-Corporations, LLC and Individual Yearly Federal and
State Income Taxes

Adjunct Professor



WV State University
2012 to 2016

Classes: Accounting, Business Information Systems, Entrepreneurship, Organizational Management

Education

Associate Degree in Accounting
WV State Community College
2012 to Present

Masters in Business Administration in Management
University of Charleston
2009

Bachelor of Science in Business Administration
WV State University
2007

Associate Degree in Office Administration
WV State Community College
2007

Skills

• Bookkeeping
• Journal
• Accounts receivable
• Receivables
• Reconciling
• Financial statements
• Accounts payable
• Billing
• Collections
• Payroll
• accounting
• Quickbooks
• Outlook
• Budgeting
• Excel
• accounting
• Outlook
• Excel
• Quickbooks
• Microsoft Excel

Assessments



Administrative Assistant — Highly Proficient
October 2019

Using basic scheduling, attention to detail, and organizational skills in an office setting.
Full results: https://share.indeedassessments.com/
share_to_profile/6ab8c29497cda1e26d4fd1779532a960eed53dc074545cb7

Customer Focus & Orientation — Expert
September 2019

Responding to customer situations with sensitivity.
Full results: https://share.indeedassessments.com/
share_to_profile/0eb67a17aabc9c8985185e8e1e6c8c8deed53dc074545cb7

Accounting: Basic Principles — Expert
October 2019

Preparing financial records according to federal policies.
Full results: https://share.indeedassessments.com/share_assignment/h3itzxlkmsltasbe

Indeed Assessments provides skills tests that are not indicative of a license or certification, or continued
development in any professional field.

https://share.indeedassessments.com/share_to_profile/6ab8c29497cda1e26d4fd1779532a960eed53dc074545cb7
https://share.indeedassessments.com/share_to_profile/6ab8c29497cda1e26d4fd1779532a960eed53dc074545cb7
https://share.indeedassessments.com/share_to_profile/0eb67a17aabc9c8985185e8e1e6c8c8deed53dc074545cb7
https://share.indeedassessments.com/share_to_profile/0eb67a17aabc9c8985185e8e1e6c8c8deed53dc074545cb7
https://share.indeedassessments.com/share_assignment/h3itzxlkmsltasbe


Troy Peters
Charleston, WV 25312

Competent, dynamic, highly motivated and dependable professional financial analyst with over 16 
years of experience with the federal government in various financial positions. I am now seeking a 
suitable position with a proven company where I can apply these skills, as well as learn new ones, and 
open myself to new opportunities.

Work Experience

Pricing Specialist
MRC Global - Charleston, WV
March 2019 to Present

Compiles documentation to support impact of price and market changes. Analyzes sales data for
results and to identify profit opportunities. Works with branches and account managers, to ensure
cross reference records are accurate and pricing is in line with contractual terms. Extensive use
of Excel and Access to prepare reports for internal and external customers. Prepare analysis for
discretionary-priced customers and suggest changes for optimal margin enhancement for each
contract.

Site Payment Coordinator
Pharmaceutical Product Development - Wilmington, NC
October 2016 to June 2018

Administration and payment of site clinical trials. Contract administration of Clinical Trial Agreements,
processing and payment of site invoices, budget creation/amendments and administration for the
sites, contract analysis, initial site setup and final payments of site trials, monitoring/requesting of
subject visit updates from Clinical Research Administrators. Was 
selected to be part of a small team to roll out a new IT ticketing system (Cherwell) for initial
implementation to company-wide international use for clinical issues.

Accountant & Office Manager
Cape Fear Respicare - Wilmington, NC
September 2011 to October 2016

Supervised and trained employees in all job aspects, performed marketing duties, made deliveries and
patient setups as needed, prepared and posted DME bills according to Medicare/Medicaid guidelines
to ensure a proper accounting for income tax reporting, created reports to establish an internal control
system for billing and accounts receivables, ordered supplies and managed equipment warehouse,
prepared various financial documents/statements.

Financial Management Analyst
Internal Revenue Service - Beckley, WV
May 1997 to September 2011



Familiar with all phases of federal contracts, including establishing purchase orders/contracts,
monitoring the payments made and closing out contracts as required. Was member of an internal audit
team to prepare our center for annual GAO audits. 
Financial reports generation with analysis to senior management, including daily interest paid, monthly
accelerated payments and Property and Equipment ledger classification reviews 
Experience designing and maintaining Microsoft Access databases, Excel spreadsheets, and Word
templates 
Familiar in several areas of federal procurement and payment regulations, including the Prompt
Payment Act, Federal Acquisition Regulation (FAR), and US Standard General Ledger codes 
Experience in quality assurance auditing, especially OMB-A123, and ensuring compliance with all
applicable laws 
Proficient in a SAP financial enterprise system customized for the IRS

Voucher Examiner
Department of Defense DFAS-CO - Columbus, OH
February 1994 to May 1997

Received Sensitive Security Clearance level for the federal government 
Processed invoices in excess of $10,000 for my unit - almost 100 million dollars annually 
Responsible for auditing all manual invoice entries for my unit in MIPR for any errors 
Processed invoices in several Defense computer systems including SAMMSTEL and MIPR 
 
Awards & Certifications 
Certified Microsoft Access Programmer, Learning Tree International, Washington, D.C.

Education

Master of Arts in History in Education
Grand Canyon University - Phoenix, AZ
Present

Bachelor of Arts in History and Government in History and Government
West Virginia Institute of Technology - Montgomery, WV

Accounting
Concord University - Athens, WV



Twana Tolliver
CREDIT ANALYST-LEAD WORKER 
Smithers, WV 25186

Authorized to work in the US for any employer

Work Experience

CREDIT ANALYST
BRICKSTREET MUTUAL INSURANCE COMPANY
January 2006 to March 2019

• Analyze current credit data and financial statements of individuals or firms to determine the degree
of risk involved in granting payment terms for premium pay plans and loans. Negotiate settlements
with insureds
• Responsible for account receivables/payables for all out of state coverage premium and large in state
premium. Set up and manage vendors, prepared account reconciliations, payroll reporting and month
end closing entries
• Reconcile month end premium accounts with general ledger
• Provide appropriate payroll figures to the audit department by providing them with a monthly billed
to date report
• Prepare account reconciliation's for insureds to determine payroll changes that affected premium
and payments. Plan and direct meetings with insureds
• Prepare invoices daily to bill premium which in turn helped establish relationships with the insured
and improved collections of premium owed
• Work closely with agents, underwriters and auditors to facilitate interpretation of financial side of
premium

CREDIT ANALYST
WORKERS COMPENSATION COMMISSION
October 1999 to December 2005

• Establish relationships with policyholders to develop strategy to take appropriate collections strategy

• Processes included preparing repayment agreements, preparing liens, preparing court
documentation and if necessary, testifying at court hearings

AUDITOR
BUREAU OF CHILD SUPPORT ENFORCEMENT
October 1996 to October 1999

• Audit noncustodial parent's child support to establish arrearage or credits that may occur due to pro-
se modifications
• Analyze financial statements to determine child support amount

SUPERVISOR
Bank One



October 1994 to February 1996

• Manage seven employees assigning daily tasks, money allowance for cash drawers and reviewed
teller's work 
• Perform monthly bank reconciliation to make sure statements/accounts matched. Managed cash
vault and Wells Fargo cash shipments

Education

A.S. in ACCOUNTING
WEST VIRGINIA INSTITUTE OF TECHNOLOGY - Montgomery, WV
May 1993

Skills

• ACCOUNTING
• BILLING
• QUICKBOOKS
• EXCEL
• MICROSOFT OUTLOOK

Additional Information

SKILLS: POLICY MANAGEMENT BILLING SYSTEM, LAWSON ACCOUNTING SYSTEM, QUICKBOOKS,
MICROSOFT OUTLOOK, ACCESS, EXCEL AND WORD




