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My goal is to find a company where I can utilize the many skills I have acquired through multiple years of being an Administrative Assistant and Accounts Payable Clerk.  My intention is to provide my employer with superior performance in a fast-paced, growing, and changing office environment.
 





Key  Skills
	· Accounts Payable Processes & Management
· Invoices/Expense Reports/Payment Transactions
· Vendor Negotiations & Management

	· Records Organization & Management
· Journal Entries & General Ledger
· Spreadsheets & Accounting Reports


Professional Experience
CONNECT FOR HEALTH COLORADO  [Temporary Assignment] – Denver, CO

Accounting Assistant 3/14-7/14

Responsible for creating, updating, and maintaining documentation, spreadsheets, and files pertaining to Accounts Payable and Grant Claims.  I scanned all existing documentation into “Box” filing software, “Intaact” accounting software, and then organized the original hard files.  I creating and updated tracking spreadsheets for several departments including accounting, grants, inventory, human resources and marketing.  I created, updated, and organized vendor files, accounting files, and grant files to ensure ease of access and productive information workflow. 
Key Results:

· Worked with the new Controller to update and streamline processes and filing system prior to bringing in new A/P Specialist and Grant Accountant. 

· Scanned, filed, organized, and archived prior years documentation for ease of auditing.

· Worked with new A/P Specialist and Grant Accountant to ensure ease of new processes and filing acccess.
westerra credit union  [Temporary Assignment] – Denver, CO

Accounts Payable Clerk 1/14-3/14
Responsible for full processing of 50- 100 invoices per week in the Symitar accounting system.  Responsible for collecting and stamping accounts payable mail. Responsible for weekly check runs – running reports, pulling invoices, matching invoices to copies of the check stubs, mailing checks and filing the back-up; Handle incoming e-mail and phone calls; Other duties required included boxing files after year-end, organizing file storage, creating new files, etc.

TAFT PRODUCTION COMPANY) [Temporary Assignment] - Taft, CA 

Accounts Payable/Payroll/HR Specialist  2/13 – 05/13
Responsible for full processing of 100-200 invoices per week in the AS-400 accounting system.  Maintained a steady workflow and processed invoices in a timely manner. Payroll and HR duties included payroll reporting based on job duties and classification, monitoring pay rates and hour’s accuracy, preparing reports for Plant Manager, HR, and department supervisors.  I also handled incoming e-mail and phone calls; Daily duties included answering vendor calls and e-mails; and filing processed invoices.  Other duties required included boxing files after year-end, organizing file shed, creating new files, etc.

VARIOUS TEMPORARY ASSIGNMENTS

Accounting Positions 03/12 to 06/12  Bakersfield, CA
I filled an Accounts Receivable position at a valve manufacturing company.  I filled a Finance Office Supervisor Position at a Hospital and was told I had raised the bar for the position in the short time I was there.  My most recent position was as a part time administrative assistant for a foundation drilling company.  All positions required learning new systems, procedures and policies and all employers were very happy with my skills.

ENSIGN DRILLING .) [Temporary Assignment] - Bakersfield, CA 

Accounts Payable Clerk  7/11 – 02/12
Responsible for entering 100-200 invoices per week in the DAX accounting system.  Maintained a steady workflow and processed invoices in a timely manner.  Responsible for sorting mail and alphabetizing mail to the department.  Assisted with the check runs by pulling and matching invoices to copies of the checks and filing the back-up for my vendors; Handled incoming e-mail and phone calls; Daily duties included answering vendor calls and e-mails; and filing processed invoices.  Other duties required included boxing files after year-end, organizing file shed, creating new files, etc.

Federal communications consulting. [Start up Consulting Company] – Valencia, CA
Administrative Assistant, 11/10 to 3/11
Created a filing system and organized the office. Entered information on all contacts, created groups, organized and utilized the database to track sales opportunities in Act! software.  Handled daily e-mails and filing and processed all expense reports.  Attended business trips and worked at trade shows out of state to meet with customers and discuss product needs.
Key Results:
· Implemented technologies and process automations to foster an environment of continuous improvement. 
· Streamlined and implemented company policies and procedures.

· Worked with sales and shipping staff to ensure efficient service to our end-users.
wm. bolthouse farms, INC. [Agricultural Growing and Distribution Company] – Bakersfield, CA
Accounts Payable Clerk, 09/08 – 09/10
Responsible for entering 100-200 invoices per day in the JD Edwards accounting system.  Maintained a steady workflow and processed invoices in a timely manner.  Responsible for sorting mail for the entire Bakersfield plant and delivering mail to the various departments.  Processed the check runs including: matching invoices to copies of the checks and filing the back-up; Handled invoices for over 70 vendors, some with over 30 accounts; Handled incoming e-mail and phone calls;  Tracked purchase orders, receiving paperwork, proof of delivery, etc.
Key Results:

· Cleared over $100,000 in invoices that were past due relating to consignment issues.

· Provided suggestions regarding company policies and procedures which were later implemented.

· Worked closely with customers and other departments to prevent and resolve payment issues.

DREYER’S GRAND ICE CREAM [Temporary Assignment] - Bakersfield, CA

Administrative Assistant, 6/08-9/08
Responsible for sorting mail for the entire Bakersfield plant and delivering mail to various departments as well as opening, stamping and sorting invoices for the Accounts Payable Clerks.  Processed utility and office supply invoices for approximately 20 vendors, some with multiple accounts.  Assisted with handing out paychecks on a bi-weekly basis.  Daily duties included answering incoming calls and e-mails; preparing all documents for shipping; and filing processed invoices.
WELLHEAD INC. (Now seaboard inc.) [Temporary Assignment] - Bakersfield, CA 
Accounts Payable Clerk  11/07– 03/08
Responsible for entering 50-100 invoices per day in the Visibility accounting system.  Responsible for retrieving and distributing paperwork from purchasing department as well as personnel from other sites across the U.S.  Other weekly duties included pulling invoices for check runs, reviewing open balances, clearing discrepancies as researched and approved, filling in for receptionist during lunch. Daily duties included answering vendor calls and e-mails; and filing processed invoices.  Other duties required included creating Excel spreadsheets for the Controller and Office Manager, boxing files after year-end, organizing file shed, etc.
Key Results:

· Reduced past due open balance on account through diligent research and working with company personnel and vendors to resolve payment issues.
GE wind energy [Temporary Assignment] -Tehachapi, CA
Accounts Payable Clerk   11/06-11/07 
Processed 50-100 invoices per day using Wintegrate/DataFlo and Oracle accounting systems. Assisted in software change over and implementation from Wintegrate to Oracle. Responsible for tracking and processing Euro invoices for wire payment, clearing receipts for internal billing system invoices, working with sites to get receipts and suppliers to get proof of delivery, resolving invoice issues, assisting vendors in using the new online invoicing system and provided information for the new helpdesk, pulling invoices for check runs, etc. Other duties included filing, answering phone calls and e-mails, pulling invoices for check runs, and inventory audits.
Key Results:

· Reduced past due open balance on a European vendors account through diligent research, multiple telephone conferences, and working with company personnel and vendors to resolve shipping, billing, inventory, and payment issues.

· Assisted with a major inventory audit at our Tehachapi branch, spent several 12 hour days counting inventory and entering data in system.  Searching through storage containers, warehouses, and in the snow for missing parts until the companies audit goals were achieved.  For the following audit I was sent to the North Dakota facility which went much smoother since it was a smaller location.
Various customer service positions – 2/06 - 10/06 – Tehachapi, CA 93561
TECH-WALL OF VENTURA, INC. [Specialty Construction/Installation Company] – Ventura, CA

Receptionist 7/02 – 1/03
Initial duties included answering and directing calls on a 4 line phone system and filing documents.  Promoted  upwards shortly after; daily duties included assisting in data entry and management assuring accuracy in entry, payroll reporting based on job duties and classification, monitoring pay rates and hour’s accuracy, preparing reports for Controller to use in preparation of payroll, preparation of certified payroll reports and payroll entry into accounting system and other accounting duties as requested by the Controller.

Administrative Assistant 1/03 – 7/05

Initial duties included greeting visitors, ordering office supplies, managing incoming and outgoing mail, scheduling maintenance of computers and building to avoid disruption at work, management of marketing literature accuracy, production, and distribution, coordination of activities when possible to minimize duplication of efforts through the use of ACT!,  and assisting all departments in all areas.
 
Education
SMALL BUSINESS DEVELOPMENT CENTER – Ventura, CA
Business Management Course offered at Ventura College, 2003
Technology Summary
MS Office (Word, Excel, PowerPoint, Outlook, Access)  Oracle  JD Edwards  MYOB Intuit  Act! Database  Peachtree  QuickBooks  Kronos (Payroll, AS-400)ADP
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