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Rachael Caskey

	Employment

	
	August 2003 – January 2005 Happy To Be Me Child Care
Newfield, NY

Owner

· Supervised two employees.

· Performed all aspects of bookkeeping.

· Performed all tasks related to child care.
· Developed and published policy manuals and brochures.
· Completed regulation paperwork.
January 2002 – July 2002 Porous Materials, Inc.
Ithaca, NY

Bookkeeper

· Perform all aspects of bookkeeping using QuickBooks.

· Enter accounts payable, accounts receivable, debits and credits, bank deposits, etc.

· Letter of Credit knowledge also required for international shipments

· Complete payroll using Paychex 

· Benefit Administration

2000 - 2004 
Time Finders
Newfield, NY

Co-Owner/Operator

· Enter accounts payable, accounts receivable, debits, and credits, and bank deposits using QuickBooks. Complete bank reconciliation and develop and print financial statements using QuickBooks.

· Develop customer correspondence using Microsoft Word.

· Develop ad copy using Microsoft Publisher.

1998 – 2001       MONY Life Insurance Company
Ithaca, NY

July 2002 – July 2003
Top Producer Support

· Interpreted and input financial data using a variety of programs including Excel and Financial Profiles.

· Selected and filled out appropriate forms for client needs (life insurance, health insurance, annuity, mutual funds, etc.).

· Developed mass mailing letters as well as everyday client correspondence using Microsoft Word.

· Worked independently as well as with two Financial Specialists.

1995 - 2003
Schultz-Kielmann Associates
Ithaca, NY

Web Designer/Marketing Assistant/Assistant Bookkeeper

Currently Responsible for:

· Design and maintenance of The Nines website using Microsoft Publisher.

· Design and updates of The Nines and The Chariot menus using Microsoft Publisher.

· Maintenance of customer mailing lists and monthly mailing to customers using Excel and Microsoft Publisher.

In the past I have:

· Programmed QuickBooks for bookkeeping use by The Nines and The Chariot.

· Entered bank deposits, debits and credits, accounts payable and accounts receivable using QuickBooks.

· Completed weekly payroll for up to 50 employees with Horizons software and via the Paychex system.

· Reconciled the bank accounts manually.

	Education

	
	1995 - 1998
Tompkins Cortland Community College
Dryden, NY

Associates Degree in Business Management

· Member of Phi Theta Kappa

2005 - Present
SUNY Cortland
Cortland, NY

Pursuing bachelors degree in Early Childhood/Childhood Education



	community activities


2006 – Present
Girl Scout Troop 144                                  Newfield, NY




Troop Co-Leader

· Organize Meetings

· Plan age appropriate activities for troop members

· Parent communication
2001 - 2003
Newfield Business Association
Newfield, NY

Secretary, Past Co-Chair

· Keep track of new members

· Publish quarterly newsletter 

· Take monthly minutes

· Plan events

· Maintain business association database

· Attend monthly meetings

