
Attachment A – Director and Officer Work History 





Melissa Burkart 

Work experience Current Clients Independent Contractor San Francisco, CA 
Bookkeeper:  Spot Design, The City Kitchen, HUNTLittlefield, 
Cugini Manzone Ristorante, Cliché Noe, Auntie April’s Chicken 
and Waffles 
! Use of QuickBooks for PC’s, Macs & Online 
! A/R, A/P, monthly reconciliations of bank and credit card accounts 
! Process/post payroll through ADP, Intuit, Heartland and Gusto 
! Frequent use of MS Office and Excel 
! Create and maintain filing systems 

11/2004 – 10/2015 Fork & Spoon Prod. San Francisco, CA 
Bookkeeper 
! Daily use of QuickBooks Pro; A/R, A/P, bank & credit card reconciliation 
! Daily use of Microsoft Excel, Word and Outlook 
! Process payroll through ADP.  HR and Benefits administration 
! Maintain office, order supplies, create and maintain filing system 

11/2001 – 10/2004 Valhalla / Antidote Sausalito, CA 
Office Manager 
! Daily use of QuickBooks Pro, A/R, A/P, monthly bank, vendor and 

merchant reconciliation, monthly financial reports 
! Daily use of Microsoft Excel, Word, Outlook Express and OpenTable.  

Organize & maintain office procedures. 
! Process payroll using ADP, Paychex and QuickBooks.  HR and Benefits 

administration. 
 
10/2000 – 09/2001 Independent Contractor      Cincinnati, OH 
Bookkeeper:   Schuh & Goldberg - Attorneys at Law, 

DW Construction, Priority Remodeling LLC 
! Daily use of QuickBooks Pro 1999 & 2000; A/R, A/P, monthly bank 

reconciliation and financial reports 
! Create and maintain spreadsheets & HR forms using Microsoft Excel & 

Word.  Organize and maintain office procedures.  Process payroll. 

Education 1989 - 1993 The Ohio State University Columbus, OH 
BA, International Studies 

Interests and activities Gardening, bees, music, reading, surfing, camping, horses 

 

  


