Christine Wesley
(303) 320-1475  Denver, CO  lorring8@aol.com
Detail-oriented Accounts Payable/Receivable Clerk who displays excellent critical thinking and analytical skills and demonstrates particular strengths in computer systems and database management as well as a high level of focus on customer satisfaction  
SUMMARY OF QUALIFICATIONS
· 15 years of experience in accounts payable/receivable; 20+ years of experience in general accounting
· Proficient in reconciling invoices and purchase orders; preparing batches of invoices for data entry; processing backup reports; creating financial reports; allocating and applying customer payments; preparing and coding bank deposits; and verifying reports for accuracy
· Microsoft Word, Excel, Access; Mainframe; Dataline; Trend; QuickBooks; Ten Key by touch 
· [bookmark: _GoBack]Self-motivated and able to work independently with minimal supervision; strong written and oral communication skills; professional demeanor with excellent interpersonal skills; analytical problem solver; able to multi-task and prioritize effectively; outstanding organizational skills
EDUCATION
CollegeAmerica – Bachelor of Science in Accounting 	Denver, CO 	09/12 – Present  
National American University	Denver, CO 	01/10 – 09/12
· Earned 54 credits toward a Bachelor of Science Degree in Accounting
EMPLOYMENT
Express Personnel/Auraria Campus Bookstore – Lead Greeter 	Denver, CO	10/07 – 01/12
· Coordinated lunch and break schedules for 13-15 employees
· Assisted 4,000+ students per day through answering general inquiries, directing students to various departments, and providing information regarding pricing and availability
Express Personnel/Internal Revenue Service – Clerk 	Denver, CO	01/07 – 05/11
· Processed $2,000-$4,000 in tax payments per day including cash, check, and non-payment transactions
· Maintained a 95% accuracy rating in regard to processing payments while working in a fast paced environment
Milgaurd Windows – IGD Operator 	Aurora, CO	04/07 – 09/07
· Interpreted Denver Captivity Reports to determine daily quotas for assembly grids; utilized Production Muntin Reports to program the Integrated Solutions software with the appropriate commands to create 7-10 assembly grids per day  
City and County of Denver – Senior Utility Worker 	Denver, CO 		      05/99 – 10/06
· Supervised 4 employees for street repair projects during the Spring season; explained city street maintenance policies and procedures to approximately 30 customers per day
· Handled after hours non-emergency dispatch through answering multi-line phone systems and directing customer, fire, and police issues to the appropriate departments; reported and documented customer complaints to ensure timely resolution 
Denpak – Accounts Payable Clerk 	Denver, CO 		      03/97 – 05/99
· Oversaw all accounts payable for the main lumberyard as well as various other departments within the company
· Reconciled accounts on a general ledger and solved incorrect invoices; issued credits for accounts receivable and utilized Dataline and Trend computer programs for paying vendors; paid company bills by organizing purchase orders with invoices and receivers; completed inventory in the main yard every 4th quarter
Shamrock Foods – Billing Clerk 	Commerce City, CO 	      03/95 – 09/98
· Responsible for accounts payable/receivable for 100,000 client accounts; inputted 2,000 entries per shift utilizing the Mainframe system and Excel; coordinated essential paperwork for the delivery process; determined credit allowance procedures for client accounts
