



July 29, 2014



Dear Hiring Team:

[bookmark: _GoBack]I am writing in response to your advertisement on your website for Controller/Accounting Manager. I have researched your company and believe that we would make a great match together

I have over 15 years accounting experience, from AP Manager, Accounting Manager to Controller. I enjoy knowing the small details that make up the big situations to impact the department and the organization. My experience encompasses full-charge bookkeeping, month & year-end closing, detailed cash forecasting, budget creation, external audits and full financial reporting. I have recently been responsible for an entire chart of accounts overhaul and continued review. I have also enjoyed teaching non-financial Directors about how to decipher the details and how to make smart business decision based on the numbers. 

Heavy accounts receivables and cash management have made up a large portion of my duties over the years. Often I am the only person in the accounting department, which requires my dedication and diligence to the verification process of the receivables. At Denver Air, I was responsible for daily auditing of all invoicing and to correct and retrain when necessary. Currently, daily cash management is critical due to a start-up's reliance on investor funding. I enjoy these challenges and work to find ways to make each process more automated, accurate and reliable.

Payroll and account reconciliation have made up a large portion of my duties over the years. Often I am the only person in the accounting department, which requires my dedication and diligence to the verification process of the general ledger and employee records. I have processed payroll through payroll companies and PEO's. I assist employees with payroll issues, reconcile payroll reports and work to keep abreast of the constant changes in the HR and benefits arena.

I have experience with various inventory materials, from fuel to extensive retail. I am accustomed to a fast pace and diverse workload. I am very familiar with various software, as well as offering training and support for them. I have a history of showing initiative, taking on new projects and exercising good judgment in daily decision-making.

Thank you for taking time to consider my application. I look forward to hearing more from you and exploring my fit for this position. I would be pleased to answer any quick questions you have by phone, and of course I’d like to meet with you at greater length. I am confident that my experience and training can help increase the productivity and efficiency of this organization.

~Kim Boutell
720-775-7865





CONTROLLER / ACCOUNTING MANAGER
~ Over 15 Years of Accounting Experience ~

Accomplished accounting professional with varied industry experience, proficient in accounting, purchasing, customer service, and office management.  Seasoned expert in payroll administration, retail supervision and international staff/customers.  Proven ability to develop training materials, problem-solve “out of the box”, and translate financial details into user-friendly terms.  Experienced project leader with strong supervisory and interpersonal skills.  Exceptional verbal and written communicator who demonstrates professionalism and strengthens the organization’s image.
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· Financial Reporting
· Budget Creation & Forecast
· G/L & Subsidiary Ledger Recon
· ADP Resource Payroll
· A/R & A/P Management
· Multi-State Sales Tax
· 401k Management
· External Audit Liaison
· Balance Sheet Recon
· Account Research & Analysis
· Cash Receipts/Management
· GFOA & GAAP Compliance
· Staff Management
· Policy/Procedure Manual Creation
·  Procurement Training & Admin

ACCOUNTING/BUSINESS SOFTWARE
Great Plains/FRX  Quickbooks  Total FBO  Fundware  SAP  LinenMaster  CRW/Trackit  Brio Explorer

  QUALIFICATIONS

· Orchestrated an Accounting Department overhaul by creating a Policy/Procedure Manual, developing positive client relationships, upgrading to an Accounting Firm and creating guidelines for proper processing of all transactions. Core Integration became GAAP compliant and positive cash flow increased by 22%.
· Lead budget planning meetings, gathering historical data and forecasting economic changes. Managed expenses to keep EBITDA within budget, exceeding revenue by 8% for two years for Denver Air.  Created a savings and budget plan, allowing Core Integration to save $65k per year. 
· Completed Train the Trainer for SAP Inventory Management conversion for four US locations.  Responsible for data cleansing, resulting in smooth inventory migration, and training various staff in new processes.
· Created a purchasing department, supervising fixed asset acquisitions and leasing agreement negotiations, incorporating budget requirements and facility needs.
· Developed and managed fixed asset reports, including depreciation and roll forward detail.
· Developed policies and procedures for multiple departments for a new dot.com:  accounting, purchasing, travel, office management, travel & entertainment, purchasing, procurement cards and shipping & receiving.
· Managed multiple audits of various levels for multiple companies. Worked with four years of full audits with an outside firm for Denver Air, with 2013 resulting in a clean, “no-response” audit of my location. Researched small audit firms to bring Core Integration into GAAP compliance and give them a presence to be sought out for a buy-out.
· Developed and managed cash flow and sales forecasting reports, utilizing Salesforce.com for sales department pipeline.
· Created RFP for new telecommunications provider, reviewing contracts and negotiations, doubling bandwidth and saving the company 4%.
· Directed a facility expansion to add 1700 square feet (an entire floor) while keeping structural changes to a minimum.  Solicited RFP’s from three companies for space planning and furniture.  Expansion occurred ahead of schedule and the organization was able to hire additional sales staff due to creative space-planning, increasing sales by 16%.
· Coordinated accounting and administrative research projects for C-Level and BOD, maintaining highly confidential reports, establishing onsite/offsite meetings and presenting findings orally and in writing.
· Key player in a merger of two internet companies into a new Dot.com.  Revised and edited the business plan, organized all documents required for private placement, and assisted with investor relations and shareholder reports.  Company received $12M venture capital in initial offering.
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     RELATED EXPERIENCE  

ASSISTANT CONTROLLER
Zoola Rewards, Denver CO  2013 – Present
Accounting Manager/Controller for a (re)start-up marketing software company.  Duties included all financial reporting, bookkeeping, budget controls, HR administration, sales/use tax and audits.

CONTROLLER
Denver Air Center, Broomfield CO  2008 - 2013
Accounting Manager/Controller for a Fixed Base Operator at a regional airport. Duties include all financial reporting, bi-weekly ADP payroll, AP/AR, HR administration, audits and sales & aviation taxes.

ASSISTANT MANAGER OF OFFICE OPERATIONS
The Nuance Group USA, Denver CO  2002 – 2006
Operations manager for an international retail airport corporation ($5M annual sales).  Responsible for all back office functions including inventory management, AP/AR, timekeeping, budgets, sales forecasts and office management.

ACCOUNTING MANAGER
Core Integration Partners, Denver CO  2000 – 2002                    
Accounting Manager for a new Data Warehouse Consulting firm ($12M annual revenue).  Processed all accounting functions including, G/L, financial reports, cash flow forecasting, month and year end close, payroll, commissions, purchasing, T&E, A/P, A/R, multiple state’s sales tax.

ACCOUNTANT / CORPORATE SERVICES MANAGER Westwind Media.com Inc, Denver CO  1998 – 2000                     
AP/Office Manager for a $12m venture capitol dot.com, internet broadcast company.  Controlled all internal functions including AP management, AP/AR processing, G/L and financial reports, internal and external payroll, purchasing, procurement cards, employee benefits, facility security,, office equipment/supplies, shipping and receiving, travel and expenses, corporate insurance.  

ACCOMPLISHMENTS

TRAINING/SPECIALIZED CLASSES
· Notary Public
· Controller’s Workshop for Accountants
· QuickBooks Pro for Power Users
· Leadership and Emotional Intelligence
· The Conference on State and Federal Personnel Laws
· Colorado Sales/Use Tax
· Conflict Management for Women
· Intro to Public Procurement

RELATED SKILLS
· Advanced Excel
· Advanced Word
· Microsoft Office Suite
· Adobe Professional
· Adobe Pagemaker
· Laserfiche Imaging
· 10 Key by touch
· 70 wpm

EDUCATION
Two years formal education majoring in Accounting/Business (3.9 GPA)
· Dallas Christian College, Dallas TX
· Mid-South Christian College, Memphis TN 

VOLUNTEER
· Treasurer for amateur sports league for 2 years.  Produced 501(c)3 application, which was granted 8 months after submission.
· Committee Chair for several Boy Scout Troops in Broomfield.  Managed volunteers and paperwork, participating in various activities
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