
Raphael Isidoro Cuna Olegario
4242 East West Highway #1115; Chevy Chase, MD 20815
301.996.6894/raphaelolegario@gmail.com
Employment History
Nov 2007
Georgetown Paper Stock of Rockville, Inc.

Rockville, MD
- Apr 2010
Staff Accountant & Receptionist
• Invoicing clients for recycling services using QuickBooks
• Maintain client and vendor accounts
• Maintain and audit employee files
• Reconcile monthly bank statements for all operating accounts
• Provide account analysis to resolve discrepancies in Operating and Payroll journals and PTO balances
• Process weekly payroll for all employees
• Audit personnel files for company and DOT compliance
• Maintain and resolve leave balance issues for all staff through account analysis using MS Excel
• Maintain health insurance policy for all employees
• Post bills, receivables, payments and transfers to vendor and client accounts
• Enter and maintain reports for shipments of recyclable materials
• Resolve short payments through account analysis
• Pay monthly State Sales and Use Tax
• Enter and process monthly payables
• Re-class and adjust all Journal Entries to General Ledger downloaded from Paychex payroll journal
• Audit and Distributed W-2 forms to all employees
• Implement standards for HR personnel files
• Verify employment for employees
• Train new office staff and Controller on daily accounting and weekly payroll procedures
• Track all repayments for in house employee loans and wage garnishments
Nov 2004
RE/MAX ONE

Bowie, MD
- Oct 2007
Business Manager & Graphic Designer
• Maintained accounts receivable of real estate agent invoices for marketing projects using QuickBooks
• Established accounts payable for billed accounts: Washington Post and United States Postal Service
• Created publications and promotions for real estate agents using MS Publisher
• Placed controls on accounts with Washington Post to regulate charges posted on monthly invoices
• Supervised staff for effective completion and distribution of marketing of promotional projects
• Tracked all check requisitions and payment receipts for United States Postal Service using MS Excel
Mar 2003
Starbucks Coffee Company

Bethesda, MD
- Nov 2004
Assistant Store Manager
• Trained all new employees and all supervising staff
• Supported store manager in implementing company programs by working with staff to execute action plans that meet operational and organization objectives
• Processed payroll in the absence of managers for multiple store locations
Nov 2001
Experience Works

Arlington, VA
- May 2002
Payroll Production Specialist
• Processed large multi-state weekly and biweekly payroll using Lawson 
• Produced all checks for all participating states and regions and W-2 forms
• Distributed and audited checks to maintain quality control on all checks
• Maintained direct deposit for employees 
• Adjusted and tracked sick and leave balances
May 1999
National Senior Citizens’ Education and Research Center, Inc.

Silver Spring, MD
- Oct 2001
Payroll Benefits Specialist I  
• Prepared and maintained controls on grants, contracts and cooperative agreements for enrollees; payroll and fringe benefits 
• Processed biweekly payroll through ADP for Windows
• Prepared adjustments for leave balances, manual checks, and payroll increases 
• Processed, remitted and reviewed all payroll related deductions, federal and FICA tax deposits, credit union, garnishment, and  union dues 
• Maintained confidential personnel of Oracle database changes 
• Processed invoices of health, dental, unemployment and disability insurance, unemployment insurance and state taxes 
• Processed employment verifications and salary increases with retroactive adjustments as needed
Education

Towson University

Towson, MD

Montgomery College

Rockville, MD

Loyola College in Maryland

Baltimore, MD
References available upon Request

