Katie Dunton

16A Cambridge Street, Belmont, MA  02478
Cell:  857-756-5023

Home:  617-932-1362
 

OBJECTIVE
I seek a position in a dynamic, diverse, creative organization with an important social mission that utilizes both my exceptional people skills and my abilities to help a business run smoothly.  

SKILLS & QUALITIES
I am energetic, personable, honest, thoughtful, and dedicated.  I work well on a team and independently.  I have lots of ideas, and find inspiration everywhere.  I love variety, and enjoy it when every day is different.  I am flexible and open to change.  Being organized, especially working on a project and seeing it through to its completion, is a major strength.  I love working with people and helping them to solve a problem or accomplish a common objective.  I possess excellent verbal and written skills.  I treat everyone with respect and dignity, and have the ability to talk to and work with all kinds of people.  I am good at looking objectively at a situation and coming up with ways to improve it.  I enjoy public speaking, presenting, developing training, and getting people involved by appealing to their strengths.  I strive to see the positive in everything and everyone.  I have held positions of leadership, and am ready to assume such a role.
PROFESSIONAL BACKGROUND

After several years as a therapist and social worker, I realized that I wanted to develop my business skills so that I could bring full value to an organization.  My experience in the financial arena has prepared me for broader options, dealing with many areas of an organization.

EXPERIENCE
AIRCUITY, INC. – Newton, MA – 1/09-9/09

Bookkeeper - Contractor
Duties:

· Accounts payable 

· Accounts receivable, including collections

· Prepared financial reports

· Processed service orders

· Customer service

· Ordered office and kitchen supplies

SENSATIONAL FOODS – Watertown, MA – 12/08-3/09
Bookkeeper - Part-time
Duties:

· Entered catering services, payroll, deposits, and accounts payable 

· Reconciled checking and credit card accounts 

· Made journal entries and work with accountant on year-end close

· Prepared financial reports 

EDUCATION DEVELOPMENT CENTER, INC. – Newton, MA – 8/07-1/09

Staff Accountant - Contract Position
Duties:

· Handled customer service, technical support and staff training
· Processed sensitive and confidential information in a timely and professional manner

· Prepared and distributed accounts payable disbursements

· Presented all-staff training on Accounts Payable module of new financial system

· Prepared and distributed accounts payable disbursements

· Completed payroll processing for 600 employees

· Entered purchase orders in new software system

· Tracked and organized completed projects 

· Prepared and completed journal entries 

· Prepared files for closing and archives

SIGNATURE BREADS, INC. - Chelsea, MA - 4/07-6/07

Staff Accountant - Contract Position
Duties:
· Tracked cash receipts and accounts receivable data on Excel spreadsheets 

· Entered cash receipts, credit memos and invoices 

· Assisted with monthly close

SEAN CONNORS LANDSCAPING - Sudbury, MA - 4/06-9/06

Bookkeeper - Part-time
Duties:
· Entered landscaping services, payroll, deposits and accounts payable 

· Prepared and sent monthly statements and correspondence 
· Reconciled checking account 

· Prepared financial reports 

· Maintained general ledger

ACTION FOR BOSTON COMMUNITY DEVELOPMENT - Boston, MA - 8/05-4/07

Senior Payroll Clerk, Staff Accountant
Duties:
· Processed weekly payroll for 900 employees 

· Responsible for accounting, analysis and presentation of revenue and receivables 

· Processed pledges and payments for government employee giving campaigns 

· Handled accounts payable, receivable, and reporting for small not-for-profit organizations 

· Prepared and submitted billing of grants and contracts 

· Maintained general ledger

VINFEN - Cambridge, MA – 3/03-3/04

House Manager & Clinical Specialist
Duties:
· Implemented therapeutic and life skills plans

· Provided counseling, support, and life skills training to residents

· Trained and monitored staff to coordinate continuous implementation of treatment plans

· Co-facilitated interdisciplinary team meetings

· Updated team members and government agencies regarding client progress and needs

· Completed mental health assessments to ascertain necessity for inpatient hospitalization and readiness for discharge

· Developed and maintained budgets

· Distributed medications

· Coordinated the maintenance of residential facility and grounds

ROXBURY TREATMENT CENTER - Shippensburg, PA – 5/00-3/02

Dual Diagnosis Coordinator, Counselor
Duties:
· Conducted psychosocial assessments of needs and goals 

· Developed and implemented individual treatment plans

· Developed and implemented treatment programs

· Audited client files and brought them into compliance with State and Federal regulations

· Developed and facilitated staff training in policies and procedures

· Reviewed treatment plans and coordinated additional services with funding sources

INDIVIDUAL & FAMILY SERVICES – Camp Hill, PA – 3/00-3/02

Psychotherapist
Duties:
· Conducted psychosocial assessments of needs and goals 

· Developed goal plans with individuals, couples and families

· Made recommendations and referrals for additional resources and therapies

· Worked with expert clinical team to review challenging cases

DAUPHIN COUNTY CASE MANAGEMENT UNIT - Harrisburg, PA -1/95-3/00

Waiver Case Manager
Duties:
· Conducted detailed client assessments of needs and services

· Facilitated interdisciplinary team meetings

· Completed paperwork in compliance with governmental and insurance regulations 

· Conducted training for staff within agency and in other counties

· Developed improved work flow procedures
EDUCATION
TEMPLE UNIVERSITY, Harrisburg, PA - Master of Social Work

WHEATON COLLEGE, Norton, MA - B.A., Music; B.A., English Literature

SOFTWARE EXPERTISE
ACT, ADP, ABRA, Blackbaud Financial Edge and Raiser’s Edge, CFC Assistant, Citrix FundWare, Coeus, Deltek Costpoint, Microsoft Office, Quickbooks, Ross[image: image1][image: image2][image: image3]
