Vincent Magaraci

3329 East Bayaud Avenue
Denver, CO 80209
Tel: 303-957-8118
E-mail: vince5474@yahoo.com
Summary: I would like to find a suitable and career oriented bookkeeping, accounts payable/receivable, payroll, billing or administrative position on a permanent or long term contract basis with a reputable organization, firm or corporation. I have the abilities to establish the best rapport with staff, clients and vendors, to work effectively both in team and autonomous environments and to follow through on projects and meet daily work deadlines. My Christian faith and good sense of humor have always been a great gateway to helping achieve departmental goals and collaborating effectively with staff members to complete projects and to implement new procedures.
Experience

Contract Accountant
                                                                                                2000 - 2014


Denver Botanical Gardens-Non-profit, Denver, CO (9/14 – 10/14) via Professional Perspectives agency
Accounts Payable Assistant (temporary, family leave engagement)

· Use Blackbaud  Financial Edge module to post all operational invoices and employee expense reports to the general ledger and  to verify that the correct account, department and project codes are assigned to them
· Expedite voucher check runs once per week to pay the organization’s vendors and to reimburse employees for their travel and related expenses

· File all paid invoices in ascending order by voucher number and set up new vendors and input W-9 information on Blackbaud Financial Edge module
· Open, sort and date stamp all incoming mail each morning and distribute all incoming invoices to each department so that payment request forms can be initiated by the respective managers for prompt payment each week
· Reconcile vendor statements to all open, held, approved and paid invoice reports and contact vendor collection departments via telephone and e-mail to request copies of all undocumented and missing invoices for proper coding by department
Fidelity Exploration Company-Oil/Gas Exploration, Denver, CO (6/14 – 8/14) via Professional Perspectives agency
Accounts Payable Specialist (temporary engagement)

· Audit and code all field operational invoices which have been approved and post them to the general ledger using both the DocVue & Excalibur systems

· Batch invoices for voucher payment and run variance report to ensure that all invoice data are properly entered and errors corrected prior to voucher numbers being assigned

· Assist finance department with the research of wells & rigs that have obsolete AFE numbers and the establishment of cost center codes for newly acquired assets

· Use Kofax Scanning module to enter vendor & invoice numbers, invoice amounts & dates and activity/effective dates of services used & materials ordered for workflow preparation into DocVue system

· Research & reconcile vendor statements with in-process & posted invoices for payment resolution
SM Energy Corporation-Oil/Gas exploration, Denver, CO (1/13 – 2/13) via AppleOne agency
Accounts Payable/Audit Specialist (short term project engagement)

· Prepared and scanned hard copy & PDF file G&A invoices, check requests, expense reports, new vendor set-ups, general journal entries and attachments to DocVue workflows via Kofax Scanning module
· Reviewed and audited approved and unapproved coded operational invoice batches from the Houston office via Excalibur program and Excel by consolidating them into pre-designated batches and transferring them onto spreadsheets for verification of correct vendors, invoice amounts & dates, activity dates and sales tax entries
· Ascertained the correct office designations for incoming hard copy operational invoices for work done on wells in the Permian, Northern/Southern Rockies, Gulf Coast and Mid-Continent regions and converted them into PDF attachments and e-mailed them to the Houston, Midland, Tulsa and Billings offices for processing
· Contacted vendors for EIN/TIN numbers and completed/updated W-9 forms regarding newly submitted invoices and location changes
Antero Resources Corporation-Oil/Gas exploration, Denver, CO (10/12 – 1/13) via Robert Half/Accountemps agency
Accounts Payable Coder (temporary engagement-4months)
· Coded, posted and batched 500 weekly operational invoices for both the Permian Basin and Appalachian regions regarding lease operating, intangible and drilling completion and general administration expenses having used both the Excalibur and DocVue programs and three way matched those invoices with purchase orders, requisitions and shipping documentation
· Determined AFE’s and Cost Center allocations for well and pad activities such as water hauling, oil sales buildup, injection oil transfers, diesel fuel deliveries, drilling and casing work prior to having posted entries to the general ledger
· Used DocVue program to send batched invoices in workflow for approval to field personnel, rejection of duplicate invoices, flagging of unapproved invoices for hold status and the dispatch of necessary comments and instructions for faster processing of invoices that needed several signatures or location coding clarifications

· Verified purchased drill bit and associated equipment orders on Peleton/Wellview program to confirm cost center and well/pad locations for related operational invoices 
Peak6 Investments-Options/OTC Traders, Chicago, IL (10/10 – 3/11) via Ajilon Financial Staffing agency
Accountant Assistant (temporary engagement-5 months)

· Used Great Plains Dynamics 10 to post broker bills to the general ledger, make summary journal entries of vendor payables for several of the firm’s subsidiary companies, updated and edited vendor information and deactivated obsolete accounts 

· Created intercompany monthly billable invoices to Options House, Peak Performance Mgmt., Capital Mgmt., WeSeed.com, MND Partners and Enterprises entities for funds transfers into Peak6 LP main bank accounts

· Composed invoice folders on I:Drive for archival of monthly paid invoices-all vendors a thru z-for Investments LP using Excel and Adobe modules for spreadsheet documentation of invoice numbers and copying of scanned invoices into Outlook Mailbox
· Reviewed voucher checks for correct amounts, invoice numbers, vendor addresses, line items and extensions
· Worked with accountants on special projects such as trial balance and bank statement report reviews and extraction for S.E.C. Auditors, prepared check & cash deposits for all entities each day and completed credit card spreadsheet & expense reports each month
University of Colorado-Higher Education, Denver, CO (1/10 – 9/10)
Accountant/Grants Assistant (free-lance 8 month engagement)

· Coded and paid all department invoices regarding miscellaneous and grant underwriting expenses 

· Reconciled bank account at month end along with several sub-ledger payable and  donor receivable accounts to the general ledger

· Reviewed status of grant monies received from federal, state and private sources and prepared the associated departmental journal entries for them 
· Helped administrator with the research and composition of grant proposal solicitations from the federal and state governments             

Whiting Petroleum Corporation-Oil/Gas exploration, Denver, CO (10/07 – 1/09) via Ajilon Financial Staffing agency
Accounts Payable Coordinator (15 month engagement)

· Audited, coded, batched and scanned 200 – 400 weekly operational & JIB invoices onto the Bolo System via the interfacing Canon module and posted them to the general ledger as acquired financial expenditures or land operated expenses
· Resolved payment issues with client vendors such as duplicate, omitted and misapplied payments through extensive telephone and e-mail contact and made corresponding check voids along with correcting journal entries
· Helped finance department with voucher check preparation twice per week, generated aging and sub-ledger reconciliation reports for month end activities and reviewed vendor statements for invoice payment status
· Assisted joint interest billing accountant with compilation of 1099 forms and lease royalty payments each month
· Recognized as employee of the month in February 2008 for my research and subsequent disbursement of amended invoice amounts for substantial under payments to Weatherford Int’l, Western Petroleum and Wilson Supply Corp. which amounted to $2 Million Dollars

Ensign Drilling Corporation-Oil/Gas drilling, Denver, CO (6/06 – 8/07)

Accountant/Audit Assistant (14 month engagement)
· Made journal entries of approximately 600 operational rig & well utilities expense invoices via Real World program

· Audited 25 boxes of vendor subcontractor & JIB invoices retroactive until 1/06 for re-billable freight, labor, lodging and sales tax amounts which were to be incurred by the firm’s clients

· Used excel and access programs to compose and edit accounts receivable templates and to run queries of prior invoice totals to various clients
· Reviewed employee expense reports for compliance with company policies for travel and lodging reimbursements
· Recovered $3 Million Dollars in monies owed to Ensign from client companies for both re-billable charges and currency conversions for work done by subcontractors in Canada

Denver Newspaper Agency-Publishing, Denver, CO (12/05 – 6/06) via Robert Half/Accountemps agency 
Accounts Receivable Coordinator (7 month engagement)  

· Posted both Denver Post and Rocky Mountain newspaper subscription receivable checks and credit card payments to the general ledger via Great Plains and Wells Fargo modules
· Reconciled sub-ledger revenue accounts to the general ledger and reviewed aging reports for late subscription payments and delinquencies

· Assisted the circulation department with newly established commercial and individual accounts via several outside vendors and sent them periodic receivable reports which detailed payment activity

Westport Resources Corporation-Oil/Gas exploration, Denver, CO (1/03 – 11/05)   
Bookkeeper/Asst. Payroll Coordinator (free-lance contract engagement)
· Posted vendor accounts payable invoices and accounts receivables and subsequent revenue payments to several sub-ledgers via Bolo and Excalibur modules and assisted with collections of late or missed payments for land/rig work
· Reconciled general ledger and sub-ledger accounts, ran reports for pre trial balances and helped outside accountant with financial statements preparation 
· Worked with payroll department to finalize payroll registers, W-2 and quarterly tax forms and to make adjusting and reversing entries for benefits deductions. over/under wage payments and withholdings
Loews Hotel-Hospitality, Denver, CO (1/00 – 12/02)   
Bookkeeper/Payroll Coordinator (free-lance contract engagement)
· Reviewed all food & beverage payable invoices and customer credit card payments for proper authorization by manager and posted them to the general ledger via Great Plains Dynamics and Lawson systems
· Generated inventory reports for food and beverage purchases and reconciled those reports to the merchandise sub-ledger accounts
· Prepared payroll automatic deposit payments and related stubs for seasonal employees and expedited journal entries for FICA, federal, state taxes and insurance premiums withholdings via ADP module
· Had extensive telephone and e-mail communication with the hotel’s vendors regarding missed payments, overpayments, purchase order line items and credit memos

Software Usage & Other Applicable Experience From1990 thru 2000
QuickBooks, Great Plains Dynamics 2.0, Lawson, Timberline, SAP, Quicken, TurboTax, ADP, Real World, Bolo/GWIZ, Excalibur, DocVue, Kofax and Canon Scanning, Banner, Oracle, Yardi, AS/400 system, Lotus Notes, PeopleSoft, Accumail & DOS Postmins postal modules and Microsoft Office Suite including Excel, Word, Access, PowerPoint and Outlook applications
Purchasing Coordinator@ Bergen Community College; Mail/Shipping/Purchasing Coordinator @ CH2M Hill Engineering; Services & Human Resources Coordinator @ Oregon’s Workers Compensation Bureau (SAIF Corporation) 
Education
International Correspondence School                Scranton, PA 
Certificate for Computerized Bookkeeping

Saint John’s University


        Jamaica, NY
Matriculated student in both the Pharmacy and Accounting programs
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