Anita Gomez
Littleton, Colorado 80123
Cell:  720-261-7418
Email:  lepew7418@gmail.com

Summary: Accounting/Human Resources/Administrative Professional with 10+ years’ experience specializing in accounts receivable, accounts payable, payroll, and expense management coupled with New Hire and Benefit Orientation and employee onboarding within the Human Resources arena. 


Senior Accounting Clerk/Office Support Coordinator
Dillon Dairy (A Subsidiary of Dean Foods)
Denver, CO 	
2001-2014

Accounting Experience:
Supported and maintained 100% ownership executing all accounts payable/receivable functions. Ensured the timely processing of all purchases and sales of dairy products daily within this high-traffic environment. Cultivates and preserves long-term relationships with external vendors.
· Inputs transactions into the comprehensive accounting journal (Peachtree Sage) and compiled weekly accounts payable reports to be presented to the General Manager, Accounting Manager, and Regional Accounting Service Center to maximize financial control.
· Vendor statement reconciliation of debits and credits on a weekly basis.
· Processed approximately 60 invoices/week to include reconciliation of proper pricings, quantity and discount terms between vendors and plant.  Calculated proper use tax liability on such invoices. 
· Administered wire transfers on a bi-monthly basis to the Dairy Farmers of America and a governmental agency.
· Responsible for compiling and closing the books for two companies.

Notable Achievements & Accomplishments:
· Directed the payroll operations for 45 staff members.
· Selected to take on additional responsibilities within the lab due to vast knowledge of company operations. Responsible for plating samples of milk, validating the type of bacteria found, and identifying any contamination issues.
· Presented with an Achievement Award for outstanding performance and dedication in 2012.

Human Resources Experience:
· Compiled New Hire Orientation Packets.
· Employee Onboarding (guided the employee through the New Hire Process insuring that all paperwork is correct and compliant).
· Employee Benefit Orientation (met one-on-one with employee to complete their benefit enrollment).
· Human Resource Record Keeping (utilize excel software program to update employee wages and job titles per union contract requirements).

Audit Clerk
United Food Workers of America
Wheat Ridge, CO                                                                                                      
1998-2000

· Worked collaboratively with colleagues to conduct auditing processes for a large-scale membership database. Served under the direct mentorship of senior management to serve a key role in auditing operations for 22,000 member accounts.  

Billing Clerk
Hyman Freightways
Commerce City, CO 
1992-1997
· Performed hazmat coding and billed freight companies weekly.
· Utilized data entry and accounting knowledge skills to perform payroll activities for approximately 30 staff members. 
· Served as the primary point of contact for dispatch functions as the Freight Delivery Coordinator. 
· Performed various administrative functions (i.e., phones, filing, customer service, and dispatch paperwork compilation for truck drivers).  


Computer Skills
MS Excel
MS Word
MS Outlook
Peachtree Sage
Kronos
Typing 60 wpm


Accounting Skills
Accounts Payable
Accounts Receivable
Cash Basis Accounting ACH
Payroll  (Back-up Payroll Assist)
Record Maintenance  (A/P and Payroll files)
Vendor & Management Relations Communication
Archived Hard Copy Data Files


Human Resources Skills
Employment Verification.
Onboarding (making sure all necessary paperwork is filled out and compliant).
New Hire Orientation Packet compilation, validation of forms, and submitted to Human Resources for entry.
[bookmark: _GoBack]Benefit New Hire Orientation (guided and assisted employee in benefit enrollment).

Professional Development
Certified in Data Entry - Emily Griffith Technical College 
Achievement Award 2012	
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