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Career Profile

Driven, dedicated professional with more than 16 years of experience in various commercial and federal government and contractor roles; exposure to purchasing, payroll, billing, equipment monitoring and administrative work; and, history of earning awards and recognition for exceeding role requirements and expectations.
Technical Expertise

MS Word  •  MS Excel  •  MS Access  •  MS PowerPoint  •  Outlook  •  Project  •  Adobe

Photoshop • Nero • Traveller Portal • Dallas Accounting System Center (DASC) • FOCUS
TIMEnX  •  QuickBooks  • 10-key calculator  •  EnvisionPro Management Service  •  Copiers  •  Printers  •  Neopost machine

Awards
· Earned KPMG LLP’s Encore Award for putting forth effort and time above and beyond expectations.

· Recognized with U.S. Bureau of Reclamation’s Star Award within months of hire for achieving goals ahead of schedule.

Professional Experience

Purchasing

· Ordered, tracked, and maintained inventory for busy KPMG Federal Tax Department, processing requests for purchasing specialists.

· Developed and organized new filing systems for engineering department of U.S. Bureau of Reclamation, creating inventory lists and maintaining cross-referenced files.

· Purchased and procured office equipment and supplies for Pacific Missile Test Center, gathering necessary information and listings to prepare full acquisition packages.

· Completed purchases using government credit card and automated supply purchasing system; followed up on back-ordered supplies; and reconciled purchased items with statements to ensure accuracy of charges.
Payroll Processing and Billing
· Tracked, processed, and maintained employees’ work logs, including billable hours, for KPMG and Pacific Missile Test Center.

· Prepared biweekly detailed billing reports for clients of KPMG Federal Tax Department, outlining work in progress, status, and financial reports for up to 10 clients in various stages of work.
· Generated and processed KPMG bills, assisted with collection activity, and reconciled bank cards.
· Compiled and distributed time reports using Dallas Accounting System Center (DASC) and tracked employees’ work hours in TIMEnX.

Equipment Management

· Assigned control numbers for all outgoing equipment and cleared equipment for shipment to other areas within Pacific Missile Test Center.
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Equipment Management, continued

· Screened incoming equipment, identifying plant and minor property items and making annotations on purchase documents for requisitioned items.

· Analyzed equipment condition to determine identity, repair or modification requirements, and other essential data.

· Generated list of repair parts and office supplies for Pacific Missile Test Center Weapons Performance Division and submitted to supply department for procurement.

· Assisted in identifying parts by cross-referencing part numbers to national stock numbers by using parts catalog, FEDLOG, technical manuals, Haystack, and other sources.

· Received and turned over procured materials for each division.

Administration

· Developed and organized new filing systems for engineering department of U.S. Bureau of Reclamation, creating inventory lists and maintaining cross-referenced files.
· Gauged urgency of high volume of inbound correspondence for eight partners, managers, and directors at KPMG and prioritized information for them and tasks to be completed.

· Compiled as many as 15 engagement and status letters daily for KPMG Federal Tax Department.
· Conducted preliminary research for partners and associates, accessing details on companies’ tax filings, background, and other relevant information for KPMG.

· Established and formulated contracts, including statements of work, data item lists, statements of agreement, statements of impact, statements of urgency, and maintenance contracts.

Employment History

Sacred Heart of Mary, Boulder, Colorado
December 2013-Present
       Receptionist

KPMG LLP, Denver, Colorado
2007-2012
Administrative Assistant, Federal Tax Department
U.S. Bureau of Reclamation, Loveland, Colorado
2007
Office Automation Clerk (Temporary)
Pacific Missile Test Center, Point Mugu, California
1986-1999

Resources Assistant/Computer Specialist, Weapons Performances Division
1987-1999

Security Clerk, Security Department
1986-1987
Education

B.S., Computer Science, California Lutheran University, Thousand Oaks, California
1997
A.S., Arapahoe Community College, Littleton, Colorado
1986
Certificate, Bookkeeping, Arapahoe Community College, Littleton, Colorado
1986
