[bookmark: _4prkjmzco10w]Michael Sullivan | Remote Part-Time Bookkeeper
Indianapolis, Indiana 46254 
msullivan5565@yahoo.com 
https://www.linkedin.com/in/michael-sullivan-b1533128b/

Professional Summary

Detail-oriented and analytical Customer Experience Professional seeks to transition to a dedicated remote part-time (15-20 hours/week) Bookkeeping / Accounting Support position to assist with transaction entry, account reconciliation, and back-office work. Offers a proven, 9-year track record of reliability, accurate system entry, and precise transaction tracking in a remote, ever-evolving enterprise environment. 

Core Financial & Technical Competencies

Relevant Certifications: QuickBooks Online ProAdvisor Certification Level 1 (2026)
Financial Accounting Foundations: General Ledger, AP/AR, Bank Reconciliations, Journal Entries, Month-End Closing Procedures.
Software & Environments: QuickBooks Online, Salesforce, Microsoft Office 365.


Professional Employment 

Lowe’s Companies, Inc. | Customer Experience Professional | 2017 – Present
· Process customer order status requests, locate historical purchase receipts, and manage transaction records using enterprise software systems.
· Evaluate damaged merchandise claims and issue accurate customer exchanges, return credits, and billing adjustments.
· Conduct system stock lookups to verify inventory availability and inform customer of pricing and discount information.
· Communicate with vendors to obtain purchase order status and resolve customer issues.

Education
Bachelor of Business Administration | Northwood University | 2008

Other Experience 

Wellpoint (Anthem) | Mail and Distribution Clerk II | 2007-2013
· Maintained high operational efficiency by accurately sorting, preparing, and batching an average of 300 high-priority medical compliance documents daily for electronic imaging, while ensuring high-volume provider enrollment and audit documentation reached internal corporate financial teams without error.
· Audited selected scanned document images against physical paper records to verify accuracy.
