Michael Glenn Lilly

Accounting Technician

North Carolina State University

Centennial Campus, Box 8601

Raleigh, NC 27695-8601

Voice: 919/513-3242 | Fax: 919/515-8898

Email: mIiIIz@ncsu.edu

EDUCATION Bachelor of Business Administration, Strayer University, 2008
North Carolina State University, Research Administrators Management Program, 2007
North Carolina State University, Accounting Certification Series, 2006
North Carolina State University, Accounting Introduction Course, 2005
Formal military courses specializing in Information and Communication Management, 1987-1997
Graduate, Professional Military Education, Noncommissioned Officer Preparatory Course, 1989
Graduate, USAF Career Development Course Skill Level Upgrade, 1988
Honor Graduate, US Air Force Administration Specialist Course, 1987
Graduate, US Air Force Basic Military Training School, 1987

CIVILIAN EXPERIENCE
Sep. 2005 — Present

Accounting Technician

Institute for Transportation Research and Education

North Carolina State University, Raleigh, North Carolina

* Reports to the Director for Finance and Contracts, works closely with six Program
Directors to provide advice on policies and procedures of North Carolina State
University and the State of North Carolina, also advises on current and proposed
projects.

» Responsible for vendor invoicing, daily deposits, small payment authorizations and
requisitions through the university purchasing system, to include reimbursement of
imprest cash (petty cash) account, processing of interdepartmental invoices, and
service unit requisitions.

¢ Processes, enters, audits, verifies, and files travel authorizations and reimbursements
for accuracy, identifies necessary entries to be transferred and prepares journal
voucher entries.

* Reconciles each account with the university accounting system on a monthly basis and
prepares monthly financial reports on each project for use by the directors and staff.

» Communicates and coordinates with bi-weekly student employees to receive, audit,
verify, and enter hourly timesheets in the online payroll system.

¢ Gathers financial information upon request by directors for special projects under
consideration by the institution and prepares written report on findings.

* Coordinates and relays account information with various campus departments including
Contracts and Grants and Research Administration, requesting procedural and policy
information from financial departments, sub-contractors, private consultants, and
vendors for project coordination for supplies and services needed by the institution.

» Composes routine memos to other campus departments, writes procedures for
departmental purchasing and reimbursements for expenses based on university and
state policies and procedures, and composes letters to various companies having
delinquent accounts.

* Maintains project and expenditure files, purchase order requests, and backup
documentation, deposit slips and checks received by the department, invoices to
outside vendors which are audited monthly for delinquency, files financial reports
passed to directors and program managers. Handles records of all state vehicles and
parking permits, maintains motor fleet requests for vehicles, automated mileage
reports, and correspondence with Motor Fleet Management.
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Jan. 1999 — Sep. 2005

Administrative Assistant

Public Transportation and Geographic Information Systems Groups

Institute for Transportation Research and Education

North Carolina State University, Raleigh, North Carolina

= Program assistant, training liaison, and registrar for the Public Transportation Group
and Geographic Information Systems Group, included all aspects of training
registration, confirmation notification, and payment obligation.

= Assisted in event coordination and setup of special meetings, training events, and
seminars, secured event location, audio/visual and catering needs, and appropriate
training materials.

= Prepared, copied, and dispatched final routine letters, reports, research findings,
summaries, and other pertinent research correspondence.

= Created, maintained, and performed data entry crucial for all major projects and
contracts for both the Public Transportation and Geographic Information Systems
Group databases.

= Provided assistance to and coordinated with other departments for administrative and
computer support when needed.

= Ordered and maintained supplies and furnishings for the groups, as well as the
department, knowledgeable in invoicing and billing procedures.

Nov. 1997 — Nov. 1998

Graphics Assistant

Product Information Organization

Square D Company/Groupe Schneider, Knightdale, North Carolina

= Reported directly to Manager and Graphics Specialist of Electronic Programs, Product
Information Group.

= Prepared computer-enhanced photographs including clean up and file conversion for
upload to maintain CompassPoint Image Database network drive.

= Transferred, imported, and performed criteria data entry on all images loaded into
each database module.

= Performed inventory and maintenance of database modules—adding, changing,
deleting, and indexing information as required.

= Assisted in network connection, computer set-up, and training of authorized users.

= Received, prepared, and routed daily worldwide photograph requests via electronic
format.

= Assisted and provided administrative and computer support to end-users.

MILITARY EXPERIENCE

Aug. 1987-
May 1997

United States Air Force
Honorable Discharge / Secret Clearance

Noncommissioned Officer in Charge, Orderly Room

569" US Forces Police Squadron

Vogelweh, Germany (8/96-5/97)

= Provided information and communication management to the commanding staff of
569" US Forces Police Squadron and all assigned military and civilian personnel.

= Implemented a highly efficient computer program to assist in tracking enlisted
performance reports and awards and decorations. Trained personnel on operating
procedures, report printouts, and updating criteria.
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= Provided administrative support including scheduling appointments and leisure
activities, coordinating meetings and conferences, and providing word processing
support for letters, memorandums, and other communications.

Noncommissioned Officer in Charge, Command Protocol Division

United States Air Forces in Europe Command

Ramstein Air Base, Germany (8/94-7/96)

= Provided administrative services to visiting military general officers, senior executive
civilian personnel, US and foreign dignitaries, including the President and First Lady of
the United States.

= Received and distributed office automation and radio communication for numerous
conferences and change of commands.

= Responsible for room setup and proper courtesies for a vast array of award,
retirement, decoration, and promotional ceremonies hosted by the commander and
vice commander.

= Researched, typed, printed, and assembled protocol handbook for use by action
officers.

= Provided computer training and support to office personnel.

Noncommissioned Office in Charge, Aerial Port Information Management Section

625" Airlift Support Squadron

Torrejon Air Base, Spain (7/92-7/94)

= Consolidated over 500 regulations and publications and over seven files maintenance
systems into one centralized location. Saved countless dollars, eliminated duplication,
and reduced man-hours.

= Implemented a suspense system for all administrative correspondence. Accurately
prioritized and projected information, ensured a 100% on-time suspense rating, and
improved management oversight.

= Instrumental in developing consolidated unit manning and enlisted/officer performance
report control documents.

= Developed computerized timeline and status reports to reflect accurate plans,
guidelines, and deadlines. Program was implemented squadron-wide.

= Supervised nine military and civilian employees and provided on-the-job training for
local and national secretaries.

Noncommissioned Officer in Charge, Information Management Section

401 Mission Support Squadron Consolidated Base Personnel Office

Torrejon Air Base, Spain (12/91-6/92)

= Provided dual support in Personal Affairs and Information Management.

= Reviewed and edited a backlog of over 500 Operation DESERT SHEILD/STROM
decorations within a 60 day period.

= Processed and distributed over 500 pieces of outgoing and incoming mail daily.

= Maintained an equipment account of more than $3M and a computer account of more
than $4M.

= Assisted in communication and briefing set-up, acquired necessary equipment, and
ensured all personnel were properly notified and briefed on available options pertaining
to a reduction in force.

= Dispatched official messages daily via direct computer link with Headquarters, US Air
Force Military Personnel Center.
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Noncommissioned Officer in Charge, Information Management Section

8" Aircraft Maintenance Unit

Kunsan Air Base, Republic of South Korea (11/90-11/91)

= Prepared and processed over 300 decoration packages and over 400 performance
reports.

= Established administrative policy and procedures for all participating units, prior to and
during deployment to Clark Air Base, Republic of the Philippines. Position required
extensive knowledge and coordination of personnel management programs.

= Managed section, unit, squadron, base, major command, and US Air Force
maintenance recognition programs.

Alert Force Controller, Wing Command Base Alert Force

509" Bombardment Wing

Pease Air Force Base, New Hampshire (8/88-11/90)

= Improved controller efficiency with innovative use of existing computer software.
Trained personnel on use of updated software and new system.

= Consolidated, prepared, and transferred reports from hand-written communications to
newly created computer-generated documents.

= Operated and maintained fully equipped communications support system to include
radio relay, telephonic support, and towel control relay to 15 separate offices and over
50 base commanders.

Administrative Apprentice, Administration, Morale, Welfare, and Recreation Division

509" Mission Support Squadron

Pease Air Force Base, New Hampshire (8/87-8/88)

= Recognized as Honor Graduate from Technical Training School, assigned to the Morale
Welfare, and Recreation Division.

= Recognized by the Strategic Air Command’s Inspector General team for sustained
performance of assigned duties, professionalism, and military bearing.



