Roberta Scarlett
ADMINISTRATIVE PROFESSIONAL
778-863-0007
robertascarlett@gmail.com
14138 79 Ave
 Surrey, BC V3W 6J6
Objective

To utilize my expert accounting and administrative skills to deliver error-free, consistent, high-quality work that colleagues and employers can rely on.
Skills & Abilities

Expertise in full-cycle bookkeeping, including payroll, project accounting, tax remittances, audit assistance, and training staff in payroll, accounts payable, and accounts receivable.
Experience

2020 - 2025	Administrative Manager, The Fountainhead Network
Port Coquitlam, BC
Managed all aspects of business operations with a strong focus on accounting and finance. Assisted with marketing strategies, community building, event management, development of administrative processes, membership maintenance, and other day-to-day tasks as needed. 
2006 - 2019	Bookkeeper, Cinematronix
Surrey, BC
Handled accounts receivable/payable, biweekly payroll, expense reports, sales and payroll tax filing, bank and account reconciliations, project accounting and reconciliation, and staff training. Prepared timely and accurate financial reports and assisted with year-end tax filing. 
2003 - 2005	Bookkeeper, Nova Cutting Tools
Mississauga, ON
Managed accounts receivable/payable, collections, weekly payroll, expense reports, bank reconciliations, payroll and sales tax filing, inventory tracking and reconciliation, as well as reception and sales counter relief.
Education

1998-2001	Toronto School of Business
Mississauga, ON
Diploma in Accounting and Computer Applications, Diploma in Business Administration	
1995 - 1997	Ryerson Polytechnic University Athletics
Toronto, ON			
Certificate for Professional Fitness and Personal Training Program
Summary of Qualifications

Full-cycle bookkeeping, payroll, accounts receivable/payable, project accounting, internal auditing, staff training and management, community building, and customer service.
