Mary Mills

                                                                      247 Farmall Drive
Hinesburg, VT  05461
(802) 233-2694
mary.mills@comcast.net

                                                 Professional Experience

                                                                                                                          2008 to present

Peregrine Contracting, Inc., South Burlington, VT

Controller/Office Manager
· Responsible for all financial transactions, general ledger entries and reporting
· Process payroll for all employees, including IRA distribution of funds

· Human Resources manager

· Generate and analyze annual budget

· Oversee all office administration 
IBM, Essex Junction, VT                                                                                              2007 to 2008
Cost Accountant
· Responsible for costing inventory and WIP for one product line

Vermont Public Power Supply Authority, Waterbury Center, VT                                  2003- 2007

Financial Analyst

· Responsible for the preparation and filing of member systems’ electric rate changes with the Vermont Public Service Board and the Department of Public Service

· Generate and file member systems’ FERC annual reports

· Analyze member systems’ financial reports and status to determine rate change status

· Prepare billing reconciliation of energy costs for special contract customers

· Prepare bond applications for member systems

· Develop budgets for certain Municipal utilities

· Forecast short-term and long-term kWh loads for the fourteen systems

· Assist member systems with any other requests for service

Vermont Folklife Center, Middlebury, VT


2002-2003


Finance Director

· Responsible for all financial transactions, general ledger entries and reporting

· Generate monthly financial and endowment reports for the Board of Directors

· Serve as primary contact with outside audit firm and prepare for all audits

· Oversee accounts payable and accounts receivable set-up and payments

· Perform grants management and reporting

· Responsible for budget formation and monthly analysis

· Converted inventory from a manual, hand-written systems to an automatic accounting integrated system

· Manage the Access-based Development Database

· IT support person 

Burlington Community Land Trust, Burlington, VT

1999-2002


Staff Accountant

· Responsible for all general ledger activity and monthly financial statements for select partnerships

· Prepared weekly cash deposits and monthly bank statement reconciliations for over eighty accounts

· Provided monthly leaseholder and amortizing loan servicing, reporting and associated customer service

· Administered the building-wide telecommunications system

· Reconciled all commercial tenant, loan and leaseholder receivables and processed billings

Town of Hinesburg, Hinesburg, VT


1993-Present


Lister

· Serving fifth elected term

· Maintain town’s Grand List by determining fair-market values of property

· Hear property owners’ grievance appeals

· Prepare and give testimony before the Board of Civil Authority and the State Board of Appeals

· Set the departmental budget to submit for voter approval
· Supervise town-wide reappraisal
Vermont Hometown Realty, Hinesburg, VT


1988-1997


Office Manager / Administrator

· Managed office for family run real estate sales business 

Winter Machine Works, Greece, NY


1980-1982


Cost Accountant

· Supervised the physical inventory and priced special subcontracted orders

· Provided inventory accounting, processed necessary general ledger entries and reconciled accounts

· Processed daily backup of IBM system 34 mainframe computer

· Organized company’s annual picnic

Diebold, Inc.; Lamson Division, Syracuse, NY

1978-1980


Cost Analyst

· Reconciled cost of sales account for replacement parts

· Supervised physical inventory

· Monitored cost of returns and analyzed budgets and projections

· Performed operational audits of both the manufacturing and purchasing departments

Education

Syracuse University, Syracuse, NY


1980

Bachelor of Science, Business Management

Completed APPA courses: “Introduction to Public Utility Accounting” and “Advanced Public Utility Accounting”

Computer Skills

	Microsoft Word
	Microsoft Excel

	Microsoft PowerPoint
	Microsoft Access

	QuickBooks Financial
	Mission Maestro Fundraising

	GEAC Libra Accounting
	Marshall-Swift Property Valuation


Volunteer Activities

· Treasurer, Syracuse University Alumni Club of Vermont

· Fundraiser, Boy Scouts, Girl Scouts and local schools

· Reading Teacher, local elementary school

· Den Leader, Cub Scouts

· Coach, Little League

· Chair Vermont Symphony Orchestra Silent Auction

References available upon request

Salary is negotiable

