
Greetings,

I would love to be considered for a position with your company and have submitted my
resume attached. Although my professional resuffre does not list the positior-rs I have 6eld
in the restaurant industry, I hope that it does shou, I am a cledicated, responsible, detail
oriented employee with a vast and varied work history. I do work during r-he day for tl-re
California State Lottery but seek additional emplo'yment for nights, weekends and
holidays. I am available after 5pm during the weetrr and har,e complete open availability o^
weekends and holidays. Currently I work part tim,3 at Clasri;ique Catering serving food &
beverages for various events, concerts and theater performances at Slacramento Convention
Center, Memorial Auditorium and The Community Theatr,:r. Unfortunately, our busy
season is coming to a close and I am trying to find somethiilg a little more stable. Over the
years' I have held server positions at Sizzler, Mr. Steak, The Phoelix Restaura't a'd also
worked concessions at Denio's Farmers Market. I have a cLrrrent Food Handler's
Certificate and although I have never worked professior-rally as a bartender, I have taken
bartending classes and have extensive experience serving be,:r and wine. I have also
worked retail at Macy's, Bev Mo and Dress Barn to name a 1ew. Tlrroughout my career, I
have always been customer focused and take direction extrermelywe,[I. As ir-rdicated, most
of my career has been behind a desk but I do have previous resraurant exp(3rience and I
enjoy working with the public. I am a hard worker, who is iLlso very flexible and can pitch
in wherever help is needed. Anything I do r-rot already knolir, I am very capable of learnir-rg.
If you are looking for a professional, personable, de,perrdabl:: employee in the evenilgs ar-rd

on weekends, I would be an excellent choice for yo'u and I hLope lou will consider me for a
position.

Thank you for your time,

rt^^6wf
Kimberly Young

Encls

References: Salina Hernandez 916.613.7 599
NicoleKruger 916-308-9031
Candy Rhoades 916-714-0814



KimberlyYoung
2381 Oak Harbour Drive, #2g0
Sacramento, CA 95833
9t6,267.r730

My objective is to continually learn and grow in all aspects of [ife; I strive for perfection inever)'thing I do' I am extremely organizecl- -i h 
" 

sharp .-r" fo, detail. I have excellent pla'ning anclcoordi'ation skills, a strong initiative and love to learn new things. I am *rn.o-rortable a'dconfident working independently but also a key member in any tr:am development.

I have an extensive and varied work history based m'stly in ac,counting and I am proficient inthe following areas: Accou'ting, (Accounts Payable, Accounts Rt,:ceivable, General Ledger,Reconciliation, GAAP), customer service, Research, Microsoft office & Visio, VariousProprietary Software, also Certified Data Entry AlphaAJumeric 12,000+ ksph, Certified Typi'g 57wpm

EXPERIENCE

Accountant Trainee / california state Lottery, sacramento, cA (March, zor4 -present)o Review, audit & post payments for retailer's security deposits, refunds & incentive priz,eso Determine interest earned based on PIMAAverage Monthly Effective yieldsI Make journal entries, post ledgers research transactions and determine the necessary
accounting entries

o Audit invoices and schedule utiliry payments to Sitate Conl,roller,s ()fficeo Re'issue & monitor retailer & prize winner stale dated wa.rants in accorcla.nce with StarteAdministrative Manual
o Maintain & schedule petty cash and reconcile cur;todian accountso Prepare and schedule Electronic Fund Transfers ro State Ctontroller:,s officeo Review lease amendments to determine any chan,ges in ter:ns. pay monthly leases viaschedule to State Controller's Office.
o Research unclaimed property and prepare documents for the transfer of funds to SCOwithin the property report cycles
o Audit and schedule employee TEC's through revolving funcl for reimbursement from SCoo Reconcile TEC accruals
o Research any variances, discrepancies or misapplied palnne'tso Create and update desk procedures for 

"..or.ri. p,oyobl"o Respond to questions from vendors, retailers, Loi:"ry staff or other irgencies and prepar€:
correspondence

o Access and utilize Crystal Reports



Personnel Specialist / California State Lottery, Sacranoento, C/[ (May 2013 _ March ZOL4)o Processed all docume'tation for new appointments and lateral transfers to Lotteryo Processed all documentation for employees separating fr.m Lotteryt Keyed Personnel Action Requests and Emproyee Action Requestso Processed master' special and supplemental pay for fulltir:ne, retired annuitants andpermanent intermittent employees
. Keyed and audited employee leave balances
o Processed salary advances
o Processed employee health and dental benefits
o Prepared & monitored emproyee gar'ishments ,& accoun,ts receivableo Tracked employee probation, range increases and merit s:,Lrary advanceso Audited and keyed quarterly sales bonuses
o Created and updated position cards
o Obtained employmentverifications
o Conducted OpF reviews
. Completed employment inquiries for outside ag,encieso Assisted employees with personnel questions o;,roncernso created and maintained numerous spreadsheets and tracrdng rogso Accessed and utilized Congos reporrs
o Maintained knowledge of codes, procedures, policies and rJuidelines for pr.ocessing

employee benefits

Office Technician / California State Lottery, Sacramento, CA O,lovember ZO]Z _May ZOI3)o Responsible for all front desk duties of Human F.esourceo Answered and directed incoming calls from internal and e:<ternal partieso Assigned RPA's to new positions
o Maintained and updated the organization chart for Lotte:ryo Responsible for organizing and distributing all enrployrnent applicarions to appropriate

analysts
o Tlped various mcmos & correspondcnce for multiple sup€nlsorso Appointed attendance clerk for Human Resource,s
o Performed procurement & inventory of office supplies
. Opened and distributed all incoming mail
o Requested facility services and booked conference, rooms. Special projects as assigned



$l*li::iffil" / Department of ConsumerAffairr;/BBC, Si:rcramento, CA (February zorz _

o Researched prior violations of licensees
o Researched and updated licensee,s payment sta[uso Reviewed and qped citations
o Answered inquiries from public regarding inspe ctions anrl infractio'so Processed inspector mileage claims & fleet invoices' . Procurement & inventory of inspector suppliese Inspector liaison between field office^ oJh.",rquarterso Monitored citations issuecl
o created and maintained various spreadsheets and reports for DCA & DGS

Staff fusociate / AT&T, Sacramento, CA (February l99g _ Au5;lust ZOIL)o Responsible for the exception processing of accc,unts receivableo single point of contact for calNET invoices for state of c.raliforniar created & tested the procecrure for processing c)alNET re,ceivableso Performed extensive research involving..r.rori"r. discrepancies & rnisapplied paymentso Processed bank wire rransfers, customer billing disks ancr a.ll special paio Processed all dishonored/rerurned checks
o Maintained various financial reports ancl spreaclsheetso Frequent customer contact to assure accuracy of payment appricationo Trained new employees on AT&T proprietary rofr_or"o Tracked employee time, attendance & procluction records. Special projects as assisned

OSD Clerk'Operations Assistant / Watkins Motor Lines, Elk G:rove, CA (Octob er L992 _October t997)
o Investigated and obtained disposition of ail cristressed freigrrto Processec{ all claims resulting from damage or lossro Inventoried and recouped damaged or shoft freig,hto Assisted cusromers with logistics or billing qr"rri.,r-r.
o Performed payroll time reporting for office and ciock emproyeeso Invoiced billing of shipments
o checked in and dispatched line-haul drivers and e:quipmenro set up and coordinated the delivery appointments, of rocal drivers



wholesale Traffic Manager / Timber crest Farms, H,:aldsburg, cA (Atngust 1990 -October l99Z)
o Selected and approved all line.haul carrierso Processed all required DOT & export documentationo Tracked shipment of procluct
o Resolved delivery problems
o Batched & keyed invoices
o Processed receivables for wholesale accountso Performed collection of past due wholesale accc,untso Processed all broker commission reports

Administrative Assistant / Perlormance coatings, Ukiah, cA (December 19gg - August 1990)o Issued purchase orders for production
r Batched and keyed accounts payable invoiceso Selected and approved all shipping carrierso Processed all shipping documentation for I-rL6r Ups shipme'tso Monitored shipment of procruct and resolved derivery proJblemso Answered public questions regarding shipping statuso Inventoried a'd monitored alr raw materials, co'tainers 6,- labelso Maintained and reviewed Material Safety Data Sleeets

secretary to Sr' Escrow officer / First American Title co, Ukiahr, cA (February 19g6 -December 1988)
o opened & closed the more complex real estare transactionrs, including 103;1 exchangeso opened & monitored interest bearing accounts for client'. security dJposinso Created various contracts, deeds and legal documentso Typed and proof-read title search reports
o Reviewed and explained loan docume.ts with crir:nts, agenrs and attorneyso Responded to inquiries regarcling status of transar:tiono Notarized legal records for clients ancl general publico Processed wire transfers
o Balanced financial records
a


