
Karen Jenkins, FPC
cokarenjenkins@gmail.com - 303.618.7554

Link: http://indeed.com/me/Karen_Jenkins05
Accounting specialist with 3+ years experience in full cycle accounts payable.  Excels in a fast-paced environment, meets deadlines, analytical problem solver, able to work independently or within a team and strong organizational skills. 
 

My success is based on 3 principles: 
 
1.  Choosing a "can do" attitude each day 
2.  Effectively interact with all levels of staff with solid communication skills 
3.  Focusing on work productivity accuracy leads to performance metrics success 
 

Highlights 
 
Recognition for exemplary customer service
Multi-tasking payroll processing in virtual environment for businesses ranging from 49 to 100+ employees daily
Payroll and tax compliance

Skills

A/P, A/R, Coding, Collections, Data Entry - 12,500 kph, Document Control, Inventory Management, Invoicing, Payroll, Phones, Purchase Orders, Reconciliations, Staffing, Transcription, 10-key numeric - 12,000 kph and Typing

Software

ADP, Amisys, AS400, Clarify, Desktop Publishing, Easy Pay, Epops, Excel, Lotus 1-2-3, Oracle, Outlook, PowerPoint, QuickBooks, RUN, SAP, Tempworks, Thomson-Reuters and Word

Work Experience
Accounts Payable - September to present

HIGH COUNTRY STAFFING  - Denver, CO
High volume processing invoices for oil and gas company totaling $5M+ daily through ACH, wire or draft methods.  Ensuring coding is complete on all invoices along with supporting documentation posted in Oracle.  Monitoring company's accounts payable inbox for payment status and payment verifications.  E-mail and phone communications daily with suppliers regarding outstanding invoices for resolution.  All paid invoices with backups are scanned in pdf format and filed daily.

Accounting Assistant - January 2014 to May 2014

PERSONNEL PLUS  - Greenwood Village, CO

-

Computed, recorded and proofread journal entries for each client account during monthly reconciliations.  Balanced checking and credit card accounts to statements monthly.   Issued 1099s and W-2s timely. 
 
Bi-weekly payrolls - 100 employees.  Processed new hire paperwork - I-9 E-verify, W-4s, pay increases, 401K, garnishments, vacation, sick and pto accruals and terminations.  Answered incoming calls and greeted clients.   Managed appointment calendar for CPA.  Created office procedures manual.

Payroll and Tax Help Desk - December 2010 to December 2013

ADP - Aurora, CO

-

Resolved escalated client tax filing discrepancies with local, state and federal tax agencies through phone calls, email or faxes.
 
Worked with upper management to ensure appropriate changes were made to exceed customer satisfaction.  Provided cross-training to internal departments - tax, client services and banking.   Processed 500+ payrolls for small businesses monthly. 
 
Administrative Assistant - December 2008 to December 2010

ADP  - Aurora, CO

-

Drafted and finalized meeting agendas, copied and distributed to department staff.  Sorted faxes, incoming mail and deliveries for distribution.  Printed, and reviewed new business sales report daily and resolved billing discrepancies.  Maintained office supplies and audited inventory requests from staff.  Prepared and archived client files for Iron Mountain off-site storage.  
 
Answered, screened and transferred inbound calls to appropriate personnel.  Coded, batched and processed vendor invoices weekly and submitted to corporate for payment.
Staffing Specialist - September 2007 to November 2008

Manpower  - Lakewood, CO

-

Recruited candidates from Internet job boards, employee referrals and job fairs.  Screened, selected and interviewed from qualified pool of candidates for open positions in light industrial, manufacturing and clerical/office support.   Performed employment, criminal and educational background verifications.  Provided fill-in staffing to meet client needs daily.  Traveled to client locations to assess work environment and job duties.
 
Managed over 250 personnel files according to federal and state regulations.  Collected, verified and processed timecards for 100 to 150 contract associates on weekly payroll.

Accounts Receivable Specialist - August 2003 to June 2005

Presbyterian Health - Albuquerque, NM

-

Thoroughly investigated and minimized approximately 75 unpaid accounts within the quarter.  Audited return items report daily.

Processed and reconciled credit card charges - American Express, Visa and MasterCard daily.   Posted incoming payments from lockbox.
 
Answered approximately 80 to 100+ inbound calls daily from patients with EOB - Explanation of Benefit documents.  Contacted internal insurance billing department and physician offices regarding premium discrepancies.

Accounts Payable Specialist - May 2002 to July 2003

Carolina Machine and Tool  - Greenville, SC

-

Balanced batch summary reports for verification and approval.  Verified promotional discounts to billed sales invoices.  Printed aging vendor reports weekly to review and place outbound calls to vendors.  Reviewed and renegotiated credit terms with suppliers based on payment history.
 
Matched purchase orders to invoices for accuracy.  Processed an average of 500 to 700 invoices per month in accounting system.  

Inventory Payable Specialist - June 1999 to January 2002

Metromont Materials - Spartanburg, SC

-

Processed an average of 300 invoices weekly for medium size business.  Input approved invoices into accounts payable system. Balanced batch summary reports, submitted for approval, printed vendor checks and disbursed. 
 
Conducted physical inventory inspections at 4 plant locations monthly and recorded variance discrepancies.    Collaborated with 100 assigned vendor accounts on material delivery issues and payment status of checks.
Executive Secretary  - June 1997 to February 1999

National Distributing Inc  - Albuquerque, NM

-

Booked domestic and international travel for managing director and 2 mid-level managers.  Submitted expense reimbursements to accounting department for payment.  Drafted meeting agendas, supplied advance materials and executed follow-up for meetings and team conferences.  Wrote reports and correspondence from dictation and handwritten notes.
 
Reviewed financial data to produce monthly sales use tax reports.  Organized files, developed spreadsheets faxed and scanned documents.  New hire matriculation for sales staff.  Negotiated convention facilities for Annual Trade Show.

Education

AAS in Business - CTU - 2015

Business and Payroll Certificates - CNM - 2013 and 2012
Payroll Certification - (FPC) -  October 2013

