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	           Employment
	
Accounts Receivable Supervisor
Alpine Lumber Company; Westminster, CO; March 2014 - Present
· Balance all account postings with bank deposits made daily.
· Accumulate all branch cash sheets balancing to the deposits made by each.
· Run and distribute monthly customer statements.
· Assist customers in understanding their statements and how payments were applied.
· Work with National Builder accounts and their turnkey framers to provide monthly reports to show the relationship between contract amounts and their budgets on each address.
· Reconcile the cash and over/short general ledgers for each branch during the month making sure they are balanced by month-end closing.
· Train and support staff.
· Supervise the adherence to policies and procedures of the department while assisting staff with unique accounts or difficult transactions.


Billing Specialist I
Lathrop and Gage, LLP; Boulder, CO; June 2013 – March 2014
· Distribute and track month-end probills and client invoices.
· Timely and accurate time narrative edits as requested by attorneys.
· Provide client reports and periodic/monthly billing estimates.
· Maintain electronic invoicing cost backup for third party vendor websites.
· Review proformas to ensure accuracy of client addresses, billing formats and rate structures; edit as necessary.
· Respond to billing inquiries from internal and external clients in a timely, professional manner.
· Send final invoices including supporting documents, underlying cost items of foreign associate invoices and spreadsheets as required.
· Submit check requests to A/P for foreign associates.


Accounting Clerk II/QA QC Support Technician
Lender Processing Services, Inc.; Westminster, CO; November 2008 – Feb. 2013
· Process and submit invoices to clients as needed on a daily basis.
· Manage a designated client portfolio.
· Follow up on the status of client assets. 
· Research and resolve any billing disputes.
· Create month end A/R reports. 
· Process adjustments/write offs as needed. 
· Maintain a current knowledge base of the line of business.
· Support the QA/QC support group with initiatives centered on technical writing and project management.
· Manage the SharePoint Production Inbox.
· Create and manage new sites, workflows, permission, lists and libraries within the SharePoint sites.
· Assist corporate office with SharePoint upgrade from 2007 to 2010.



Customer Service Representative/Support Operations Analyst 
Avnet, Inc., Westminster, CO, September  2006 – June 2008                
· Convert orders from Oracle to Genesis in order to process a credit/rebill.
· Work closely with Avnet’s CSR’s and sales team to minimize profit leaks within the business.
· Accumulate and compile data for financial journal entries.
· Research items to ensure financial accuracy, and that the proper steps have been (or will be) taken through to the general ledger.
· Train co-workers in Genesis.
· Vendor Reconciliation - working directly with supplier to reconcile debit only accounts while adhering to the established terms and conditions of each program.
· Responsible for processing claims to suppliers in order to collect LOI rebate payments.
· Analyze data, research discrepancies, and process credits and create AP adjustments.


Accounts Payable Reconciliation at Avnet (formerly GE Access Distribution) 
Kelly Financial Services; Denver, CO; March 2006 – September 2006
· Work with SUN Microsystems to resolve invoice, debit memo and credit memo issues.

Accounting Clerk 
Act 1; Boulder, CO; November 2005 – March 2006
· Enter sales orders, work orders, A/R, A/P, inventory receivings and BOM’s into SouthWare.  Maintain customer P.O., A/R and A/P file systems.


Admin. Asst./Receptionist
Appleone; Boulder, CO; October 2005 – October 2005
· Answer incoming calls, faxing, transcribing dictation, greeting clients, filing, mailing and creating documents in Word and Excel.


QuickBooks Merchant Service Customer Service Representative/Tier 3 Technical Support Engineer/QuickBooks Merchant Accounts/POS Technical Support Engineer
IMS/Intuit; Calabasas, CA; August 2001 – September 2005
· Analyze merchant problems and defects to identify the root cause and take corrective action.  
· Manage, research and escalate technical issues working closely with product development to drive resolution.
· Create and improve articles in the support knowledge base system.
· Create training material and provide training to new Tier 2 Technical Support Engineers.
· Manage technical support escalations including isolating and diagnosing the problem, and resolving the issue where possible.
· Work independently with cross-functional teams such as Engineering and QA to resolve recurring issues within the Accounts Receivable module. 
· Work closely with software launch teams.
· Analyze, troubleshoot and resolve small business and Point of Sale service calls.
· Develop training material for email change requests.


Transcriber
Kelly Services; Tucson, AZ; July 2001 – August 2001
· Transcribed Pima County Deputies reports.

Administrative Assistant
Temp Connection; Tucson, AZ; January 2001 – August 2001
· General office duties which include typing, filing, and answering incoming calls.

Texas Technical Operator/Data Integrity Analyst I I
Intrado, Inc.; Longmont, CO; 1997 - 2000
· Build and maintain parameter files for Texas psaps.  
· Main point of contact between psap and SCC during psap transition.
· Basic configurations of Cisco Routers.
· Troubleshooting/resolution of issues at time of transition.
· Outstanding Achievement Award for the Texas E9-1-1 Transition Team.
· E9-1-1 Database Maintenance.
      

	Education
	 Niwot Sr. High School; Longmont, CO; 1974 - 1977	                                              
 Front Range Community College; Westminster, CO; 1996
· Accounting 101


	General Skills
	· Microsoft Excel 
· Microsoft Word 
· Microsoft Outlook 
· Microsoft PowerPoint 
· Microsoft SharePoint 
· QuickBooks
· Oracle 11i
· Elite Enterprise
· SharePoint 2007, 2010





