
COLLEEN M. MAY 
317 North Avenue, Apartment #1 

Council Bluffs, Iowa  51503 
(269) 503-1416 cell/text 

colleenm0314@yahoo.com 
 
OBJECTIVE: 

 
An administrative position that utilizes my experience of over 15 years in the accounting and human resources area. 

 
EDUCATION: 

 
Davenport University, Kalamazoo, Michigan 

             Bachelors Degree in Business Administration - 2006 
 
 Kalamazoo Valley Community College, Oshtemo, Michigan 
 Associates Degree in Liberal Arts - 1988 
 
 Centreville High School, Centreville, Michigan 
 High School Diploma - 1986 
 
WORK HISTORY: 
 
 Plattsmouth Community School District (4/2010 – Present) 
 www.pcsd.org 
 Human Resource Manager 

 Process payroll and maintain a complete and systematic set of payroll records for the district 
 New employee orientation and paperwork 
 Responsible for preparing W2’s 
 Quarterly reporting 
 Prepare and maintain health, dental, vision, life and LTD benefits forms for all employees 
 Assist employees with insurance questions and problems 
 COBRA 
 Responsible for Workers’ Compensation claims, reports, and OSHA reports 
 Reports directly to the Superintendent of Plattsmouth Community Schools 

 
Volt Employment Group/SAIC (9/2009 – 3/2010) 
www.saic.com 
Accounting Analyst 

 Monthly Accruals 
 Reconciling Balance Sheet Accounts 
 Journal Entries 
 Reported Directly to the Business Manager 

 
 St. Joseph County Intermediate School District, Centreville, Michigan (2/1999 – 7/2009) 

www.sjcisd.org 
 Assistant Business Manager - Colon Community Schools (8/2007 – 7/2009) 

 Oversees the daily tasks of the Financial Assistant 
 Performs yearly evaluations of the Financial Assistant 
 Completed the software conversion for both the financial and payroll systems - ran dual software programs 

for 3 months during this software transition  
 Manages the accounts within the district budget 
 Reconciling of bank accounts 

 



 Assist with how to reduce costs throughout the district 
 Provide financial reports and various other reports to the Board of Education and Superintendent 
 Integrated ways to reduce the number of non-scheduled payrolls 
 Assist the Financial Assistant with ways to reduce payroll errors by using a check in balance method 

and procedure book  
 Completes all Quarterly and Annual reporting 
 Report directly to the Business Manager with the St. Joseph County ISD and the Superintendent of Colon  

Community Schools 
 
 Financial Assistant - St. Joseph County Intermediate School District (7/2002 - 8/2007) 

 Process payroll and maintain a complete and systematic set of payroll records for the district 
 New employee orientation and paperwork 
 Responsible for preparing W2’s 
 Quarterly reporting 
 Prepare and maintain health, dental, vision, life and LTD benefits forms for all employees 
 Assist employees with insurance questions and problems 
 COBRA 
 Reconciling of bank accounts 
 Responsible for Workers’ Compensation claims, reports, and OSHA reports 
 Prepared information for Michigan Outreach Quarterly Claims for the ISD and local districts 
 Reported directly to the Business Manager with the St. Joseph County ISD 

 
 Business Office Assistant - St. Joseph County Intermediate School District (2/1999- 7/2002) 

 Process accounts payable and maintain a complete set of payable records for the school district 
 Process purchase orders  
 Entry and posting of journal entries 
 Entry and posting of revenue’s received 
 Prepare employee contracts 
 Prepare employee summer contracts 
 Tax Levy/Spread Request 
 Maintain checkbook balances of all accounts 
 Reported directly to the Business Manager with the St. Joseph County ISD 

 
 Accounting Assistant - Continental Linen (1/1997 - 2/1999) 

 Responsible for all functions of accounts receivable 
 Posting of daily payments, COD deliveries, and daily driver route balancing 
 Assist Controller with week close and month end 
 Reported directly to the Controller 

 
 Accounting Assistant - SSG LaserWorks (1994 - 12/1996) 

 Responsible for invoicing 
 Handled all daily deposits 
 Collections 
 Salesman commissions 
 Upkeep/update of customer database 
 Payroll 
 Accounts Payable 
 Assist Controller with month/year end 
 Oversaw accounting department during Controller’s maternity leave 
 Reported directly to the Controller 

 
 
References available upon request 
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