MICHI GUNAWAN
28500 Industrial Blvd. #D133,Hayward, CA 94545 | (909) 770-3302 | michigunawan@gmail.com
PROFESSIONAL SUMMARY
Motivated team player with a strong background in accounting and office management, that is able to adapt to different backgrounds with an ability to communicate in English, Spanish, Mandarin, and Indonesian.
QUALIFICATIONS
Bachelor of Science – Accounting 
10+ years accounting and office management experience
Languages – English, Spanish, Mandarin, Indonesian
[bookmark: _GoBack]Compute Skills – Microsoft Outlook, Word, Excel, QuickBooks, EDI
PROFESSIONAL EXPERIENCE
Accounting (Part time) | Sjafy lim, CPA | March 2011 - present
Provide client support in accounting functions
QuickBooks management to provide financial statements for tax purposes
Accounting (Part Time) | Devin Sign, CPA | January 2012 - present
Provide client support in accounting functions
QuickBooks management to provide financial statements for tax purposes
Accounting (Part Time) | Arlington Design | April 2010 – March 2011
Full set accounting
Monthly closing
Financial reporting
Accounting | Internusa Ceramic USA | February 2009 – March 2011
Full set accounting
Monthly closing
Financial reporting
Accounting | Magenta, Inc. | June 2008 – July 2009
AR/AP Management (order processing and invoicing) 
Processing of commissions for sales reps and designers
Monthly cash flow projections
Monthly closing (Bank reconciliations, fixed asset, general ledger, and month end accrual)
Budgeting
Job class posting
Payroll entry
Financial reporting and analysis   
PROFESSIONAL EXPERIENCE (continued)
Accounting Manager | Touchstone Home Products | March 2008 – May 2008
Sales support
AR/AP Management, General Ledger Management, Inventory control, and purchasing
Processing of commissions for sales reps
Corporate rebates
Weekly cash flow projections
Payroll entry
Monthly closing (Bank reconciliations, fixed asset, general ledger, and month end accrual)
Financial reporting and analysis   
Accounting Manager | Internusa Ceramic USA | December 2003 – February 2008
Responsible for daily operations of Accounting (invoicing, AR/AP/GL, and inventory control)
Preparation of financial statement and management reports
Responsible for month end and year end closing
· General Ledger adjustment entries
· Ending inventory counts and adjustment entries
· Reconciled bank statement and general ledger
· Fixed assets schedule
· Payroll entry
· Cash projections
Support CEO on budgeting and developing, modifying and implementing company policies.
Assisted with order preparation, shipping and tracking
Assisted with office daily operation
Accounting Manager | Inti Ceramic Singapore | January 2001 – November 2003
Responsible for daily operations of Accounting (invoicing, AR/AP/GL, and inventory control)
Preparation of financial statement and management reports
Responsible for month end and year end closing
Sales Manager | Truly Dragon International | March1999 – December 2000
Responsible for customers in Asian Regions (Hong Kong, Taiwan, Japan, Thailand, Korea, and Singapore)
Assisted in customer fulfillment chain between customer and factory including production, delivery, and payment
Preparation of sales reports for management with a full accounting of annual transactions
EDUCATION
Bachelor of Science: Accounting – 2000
Taramanagara University – Jakarta, Indonesia
Chinese as a foreign language – 2001 
Jing Mao Da Xue – Bejing, China
Spanish 1A / 1B – 2003 
Chabot College – Hayward, California
