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Sample Accomplishment Statements
· Compiled/consolidated accurate and timely reporting data, enabling Vice-President to provide effective business unit metrics to President and Board of Directors.

· Created internal reports, charts, graphs and materials, resulting in enhanced decision-making at monthly operational/business reviews.

· Designed PowerPoint presentations involving complex graphics, data and animation effects, promoting presenters’ credibility and impact.

· Analyzed business unit spending trends resulting in accurate forecasting for annual budget preparation.  Planned and led the completion and submission of departmental budgets of over $3 million, including confidential staffing requirements.

· Liaised with senior executives, lawyers, regulators and external vendors to expedite execution of legal contracts and agreements, realizing uninterrupted supply of products and services.

· Prepared and distributed meeting minutes and action registers, resulting in accurate and timely projects reporting.

· Reviewed all documentation and managed document flow for major Request for Proposal (RFP) process to procure energy supply, ensuring continuity and achieving 100% accuracy.

· Designed project plan in MS Project as a template, standardizing future RFP processes.

· Managed daily business operations and administration of customer/supplier contracts and agreements.

· Organized and trained clerical staff in more functional file management system, realizing significant efficiencies in records retrieval.

· Planned, developed, implemented and supervised general administrative and office services, establishing work priorities end ensuring that deadlines were met and procedures were followed consistently.
· Negotiated office supplies and services agreements maximizing cost effectiveness.

· Managed recruitment, hiring and orientation process for new employees.
· Coordinated major facility renovation including analyzing bids and recommending vendor selection for furniture, communications, fitness centre, and boardroom audio-visual system.

· Developed and implemented methodology for retail revenue, transfer pricing and procurement cost recognition for accounting and reporting purposes.  This facilitated detailed gross margin analysis and enabled Marketing department to assess customer viability.

· Coordinated resolution of major customer billing problems.  Successfully managed over $25 million in retail customer issues in 2003 resulting in recovery of significant portion of outstanding balance.  Further, implemented controls which mitigated exposure to reoccurrence of issues.

· Led energy and tariff invoice verification project.  Resulted in development of system and processes facilitating verification and reconciliation of invoice balances.  System identified over $4 million in costs issues within first month of production (one week payback).

· Directed staff in activities related to revenue assurance and accounting consumption transactions.  Successfully recruited and mentored team during build-up period and significant industry learning curve.  Performance was excellent; turnover was minimal.

· Led team in development of processes and systems for settlement of trading activities.  Successful implementation of these processes facilitated significant cost reduction and opportunities for trading gains.

· Coordinated retail and wholesale revenue and cost budget process.  Developed sophisticated models to forecast and value future cash flows.  These were successfully implemented and streamlined monthly revenue and cost forecast process.

· Managed operation and upgrades of Risk Management System facilitating timely monitoring and reporting of corporate retail and trading risk.  Information used for management and executive reporting and to ensure trading activities adhered to defined trading limits.

· Contributed to conception and implementation of several processes that streamlined and improved market communication and effectiveness for electricity wholesale settlement.

· Oversaw production and capital accounting with staff of 13 Production Accountants/Business Analysts.  Team functioned very effectively and produced required timely results and analysis.

· Evaluated and revised accounting policies that resulted in recognition of millions of dollars annually of expenditures being reallocated in accordance with Generally Accepted Accounting Principles.  Resulted in clearer understanding of economics of properties, as well as improved tax planning.

· Prepared budgets for Northern Production area and streamlined analysis which reduced preparation time required for review.  Resulted in increased time available for analysis.

· Participated as accounting representative for field data capture system business improvement team.  Team reviewed stakeholder requirements, system options and performed cost/benefit analysis to select and implement new system that resulted in significant efficiencies and savings.

· Led staff of eight employees in processing and payment of domestic and international invoices.  Effectively identified and implemented several process improvements that streamlined and optimized controls which facilitated invoice payment process. 

· Researched, developed and implemented controls and procedures which adhered to US sanctions regarding company’s cash flow transactions for Sudan operations.  This mitigated severe corporate exposure as result of sanction violations.

· Participated in development and implementation of electronic invoice workflow system which resulted in improved monitoring of invoice status and minimized late payments.

· Coordinated quarterly account analysis and internal controls review.  Through this process material errors were identified and required controls enacted.

· Developed and implemented processes required to shift risk management functions from Treasury and Marketing to Financial Reporting group.  Resulted in improved controls; risk reporting; and ability to ensure all activity for energy, foreign exchange and interest rate derivative activity fell within board approved guidelines.

· Prepared reports on Treasury and derivative related transactions for Vice President Marketing, Chief Financial Officer, Treasurer, Audit Committee and Board.  Improved executive and leadership team’s awareness of risk position and exposure. 

· Ensured accurate recording of risk management transactions by analyzing, recommending and implementing accounting policies for new derivative transactions.   Effectively summarized transactions into notes to financial statements for energy, foreign exchange and interest rate derivative activity.

· Effectively managed monthly operations and complete preparation and filing of financial statements for subsidiary Corporation.

· Conceived, developed, implemented and maintained system and processes which facilitated and streamlined variance analysis for domestic operations.  This optimized monthly analysis required and significantly improved level of detailed analysis and financial and management reporting.

· Evolved and coordinated monthly Owner Activity Statement filing to Alberta government.  Through implementation of effective controls, penalties were eliminated.

· Established smooth and very efficient process to develop key communication packages relating to various financing programs; process became industry standard.  Achievement was recognized by “xxxx” Award.

· Coordinated development and implementation of inter-company income balancing transaction that provided tax savings of $85 million in 2000 and $50 million in 2001.

· Effected capital re-structuring following acquisitions and divestitures that minimized cost of capital, reduced cash taxes payable and met target credit ratings. Received award for contributions to successful sale of distribution and retail businesses of company.

· Analyzed financial and credit information of companies comparable, resulting in negotiation of lower issue cost (by 20 basis points) on initial US bond offering.

· Prepared high quality and effective presentation materials for rating agencies that enhanced understanding of company’s strategies, financial and operating results, and long-term plans.

· Successfully negotiated and monitored budgets for service providers.  Received Award for successfully negotiating lower credit rating surveillance and issue fees.

· Developed and trained analyst in cash management responsibilities, such as cash forecasting and analysis, bank facility drawdowns, and commercial paper issue.  Individual proved to be and was recognized as excellent performer.
· Oversaw the grain processing accounting function with staff of one professional accountant and four accounting clerks.  Team functioned very effectively producing required results.

· Improved account reconciliation by assisting in development of new software. Resulted in man-hour savings and reduction of reconcilable items, both by about 50%.

· Improved reporting system that provided more accurate and timely daily hedge position reports to grain traders. Received the company’s “Pool of Excellence” Award for outstanding achievement in Quality Customer Service.
· Managed treasury functions with staff of two professionals and three union members.  Functions included treasury risk management, cash management and management of banking facilities.  Staff performed roles cooperatively and effectively.

· Set up system that allowed company to participate directly in weekly Treasury Bills auction and secondary trading that increased returns on company’s excess funds.

· Resolved all lengthy and complex customer inquiries referred from frontline staff. This reduced customer waiting times and delays for service which resulted in the branch reaching its monthly customer service targets.

· Assessed and differentiated all customer inquiries for branch “sales” and “revenue” opportunities from those that required general information. This provided direct sales leads and appointments with personal bankers and financial management staff.

· Promptly processed external requests for lines of credit, mortgages and loan payouts which minimized administrative delays in closing deals for clients. 

· As an integral member of the customer service team, always exceeded quarterly business objectives and targets (often by 85% or higher) which were measured by a regular customer survey.

· Provided cheque authorizations, where it exceeded the teller’s authorization limit. By following review procedures, minimized risk to bank for insufficient funds.

· Completed sales that could not be handled on the frontline such as issuing new or replacement bank cards, processing wire transfers, issuing travelers cheques, opening and closing safety deposit boxes. Ensured customer requirements were met quickly and efficiently.

· Applied strong communication skills and exceptional job knowledge in day-to-day dealing with dealers helping them make effective decisions with regards to handling their account.

· Worked extremely well under pressure, meeting critical monthly, quarterly and sales year-end deadlines.  As result, manufacturing division and dealers were able to consistently meet performance targets.
· By working closely with manufacturing division, resolved issues pertaining to financing terms and inventory pricing on new equipment, ensuring corporate accounts receivable was correctly stated.

· Retrieved and organized data from in-house system to supply information and cost estimates to manufacturing division.  This allowed manufacturer to create program which provided financial assistance to dealers in drought-stricken areas.

· Gathered and analyzed data pertaining to 1500+ past due parts invoices.  Using Excel, reconciled information, which allowed management to resolve outstanding credit issue and collect balance owing of $60,000+.  Outcome satisfied all parties.

· Member of consulting group in company’s North American credit offices which assisted with development of two new wholesale accounts receivable systems.  Tested applications for results and reliability and provided feedback to system design team.  Systems were successfully implemented; one is still in use.

· Collaborated with co-workers to design teaching tools, which explained Wholesale financing options and procedures and accounts receivable system.  Materials were used in group training sessions and as one-on-one training tools at dealership locations.  Feedback was always extremely positive.

· As leader of sales campaigns, responsible for leading and coaching tellers on product knowledge and identifying selling opportunities for the branch.

· Recognized as one of the top ten regional sellers for branch products and services for high business sale and revenue results.

· Recognized for contributions to the Junior Achievement Leadership program by the branch manager. Participation heightened visibility and reputation of bank.

· Sold various financial products, such as service packages, General Investment Certificates, online banking and opening personal banking accounts, ensuring that customer requirements were met. 

· Handled angry customers by listening to their concerns, identifying the problem and where possible, resolving it to their satisfaction.
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