Martha Pryor Hamilton
P.O. Box 22
Georgetown, CO 80444
(303) 870-4987
M3phamilton@yahoo.com

OBJECTIVE
	The opportunity to support the success of a business by utilizing my experiences as an Accounting and HR Manager, bookkeeper, tax preparer and consultant.

QUALIFICATIONS
· Computer skills with proficiency in Quickbooks, MS Excel, MS Word, MS Excel, MS Power Point, MS Access, Primavera  Expedition, TaxACT.
· Accounting/Construction/Retail/Insurance/Information Systems Experience.
· Familiar with Taxworks, Lacerte and Taxwise programs.
· Quick to learn current procedures.
_________________________________________________________________________________
EXPERIENCE

ACCOUNTING CONTRACTOR			
Conception to Reality, Inc. (CtR) – Mechanical Engineering Company	01/2007 – Present
· Accounting and HR Manager. Manage all Bookkeeping and Cash Flows for CtR to include A/R, A/P, payroll, project expenses, invoicing, and investments. Provide monthly, quarterly, and yearly reports including a comparison Balance Sheet, Income Statement, Statement of Cash Flows and any additional reports for principals to view profitability, overhead and project status.  Provide Human Resource duties to include recruiting, interviewing, administering new hire paper work, complying with Federal, CA, CO, WA and IN state employment laws. 
Peak 7, Inc. – General Contractor						04/2008 – Present
· By-Monthly on-site bookkeeping and Reporting for General Contractor of residential construction projects.  Update checkbooks, track project costs, administer payroll, file payroll taxes.
· Monthly and Quarterly Tax Return
Van Oppen & Co 2 – Environmental Insurance Broker			04/2008 – Present
· Remote bookkeeping
Evergreen Garage Doors – Installation & Sales				04/2008 – Present
· Remote bookkeeping
· Yearly Tax Returns
General Housing Co., LLC – Property Manager				06/2010 – Present
· On-site bookkeeping
A Whistle Stop Café, LLC – Restaurant					08/2011 - Present
· Trained owner, Rachel Russell, on Quickbooks  and what is necessary to stay compliant with state and federal government regulations.
· Quarterly and Yearly Tax Returns

OFFICE MANAGER/ACCOUNTING STUDENT				
Conception to Reality, Inc. (CtR)						11/2003 – 12/2006
· Managed procurement and A/P for projects with $20K budgets for Fortune 500 Company, Pepsi Bottling Group (now Pepsi Beverages Company).
· Manage all Cash Flows for CtR to include payroll, expenses, fixed asset purchasing, invoicing, and investments.
· Provide financial reports and analysis to principals of the company.
· Manage all human resources, government compliance needs, and any other duties to protect the liabilities of the company.
· Manage two employees to support with scheduling and procurement for client projects.
· Responsible for up-keep of the office and various duties as requested.
· Research and compile information for major purchases within the company, i.e. cell phones, Employee Benefit packages, large format copiers. 

MERCHANDISE MANAGER							
Colorado Ski and Golf (SSV)							01/2001 - 06/2002
· Purchased and managed $1M+ of apparel and accessories for three store locations.
· Increased clothing sales by 5%.
-	Created and distributed reports to include daily sales, departmental sales, employee sales, sell through and margin, current inventory and cost of goods sold.
-	Support in the operational management of the Flagship store.
-	Effective in resolving shipping discrepancies for all vendor issues.

MERCHANDISING ANALYST						
Planetoutdoors.com								09/1999 - 12/2000
-	Developed and managed assortment plan for all apparel categories to include casual, performance, outerwear, and kid’s apparel.
-	Adjusted orders to fit open-to-buy figures and sales history as needed. 
-	Created reorders based on available dollars and customer demand.

ASSISTANT MANAGER /INVENTORY ANALYST				
Recreational Equipment, Inc. (REI)						06/1997 - 09/1999
-	Managed departmental hiring and training, and payroll cost verses sales for scheduling.
-	Created ideas for driving sales, building customer relationships, and increasing operational efficiencies.
-	Managed inventory, and the growth and development of specialty shops within the store.

_________________________________________________________________________________
EDUCATION
	University of North Carolina - Chapel Hill, B.A. in Political Science/Communications.
	Additional Classes: Metropolitan State College of Denver, Accounting.

ACTIVITIES
	Snowboard/Skiing, camping/hiking, fishing, studying, and music.
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