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Joseph Arambula

12039 Forest Street



Thornton, Co
720 971 3859
sunsets42@hotmail.com

Objective
Seeking an opportunity to contribute to the success of my employer through utilizing my skills in problem solving, communication and judgment.

Professional Experience

2013-Present Accounting Clerk, Hercules Industries

Assist with Accounts Payable processing Expense and Material invoices. Reconcile statements monthly and assist with month end. Help with Accounts Receivable which includes phone contact with customers regarding accounts and processing letters for those delinquent accounts. Complete monthly sales use tax forms for multi states and assist with reconciling monthly bank statements. Experience with JD Edwards, Excel and Microsoft Outlook.
2013-2013  Accounts Payable Clerk,  Hanks Auto Body

Code and process invoices for payment. Reconcile statements and research missing invoices and troubleshoot problem invoices.  Generate checks and mail. Experience with Solomon and Excel.
2012-2013 Accounts Payable Clerk, Tuff Shed

Process invoices for payment. Reconcile monthly statements, troubleshoot problem invoices. Review manual checks issued at retail stores and contact store management if needed. Experience with vendor contacts, along with filing and assisting with monthly/yearly close. Experience with JD Edwards, Excel and Microsoft Outlook.
2011-2012  Mailroom Coordinator, Flatiron Construction

Shipping and Receiving for Corporate office. Mailed correspondence using Pitney Bowes postage equipment. Ordered all office supplies and maintained all copiers and placed service orders as needed. Backup to receptionist. Experience with Fed Ex Worldwide software, Excel and Microsoft Outlook.
2008-2011  Payroll Clerk, Flatiron Construction

Process payroll for Salaried and Union employees on weekly basis. Maintain accuracy while complying with CA State and Federal withholding standards. Process all employment verifications. JDE experience and Excel.
2004-2008 Payroll Clerk, Specialty Sports Venture

Process timesheets for Corporate office on bi-weekly payroll, maintaining accuracy and thoroughness while employee base increased by 30%. Resolved problem records and processed garnishments. Maintain confidentiality and obtained 100% error free SOX audit.  ADP and Reports Smith experience. Excel and Outlook experience.


2001-2003 Accounts Payable, Specialty Sports

Match expense invoices to purchase orders, accurately recording account coding to invoice, and process payments. Reconcile statements and troubleshoot problem invoices. Contact managers from branch stores and verify receipt of goods.  Collected overpayments issued to freight companies.

EDUCATION

University of Phoenix
Aims Community College


