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Sherrie L. Argys
8765 W Cornell Ave., #6  (  Lakewood CO 80227  ( (720) 524-3027  ( sherargys@gmail.com
H
ard-working and technically skilled accounts payable specialist known for accuracy, attention to detail and timeliness in managing disbursement functions for diverse-industry employers. Looking to expand knowledge and skill base.  A/P career spans 20 years of experience in construction, manufacturing, and other industries and has included accountability for the processing of up to 10,000 invoices ($1.5M) per month. Proficiencies in generally accepted accounting practices (GAAP) as well as MS Office Suite.
Key Skills
	· Accounts Payable 
· Sorting, coding and scanning of incoming invoices
· Invoice entry and posting
· Check runs, weekly and monthly
· Indexing scanned checks to General Ledger
· Update spreadsheets for Contract Labor, Sprint, 

Enterprise Leasing and Wright Express.

· Purchase Orders

· 1099 Preparation

· Sales and Use Tax for several States and Counties

· Aging Reports

· Statements

· Journal Entries and corrections
· Reconcile Company Credit Cards
	· Accounts Receivable
· Invoicing

· Cash Posting

· Bank Deposits

· Customer Rebates

· Commissions

· Expense Reports

· Job Budgets

· Contracts/Subcontracts

· Prevailing wage reports

· Insurance Certificates

· Fixed Asset / Lease Tracking

· Cash Books
· Bank Account Reconciliation

	
	


Professional Experience
ENCORE ELECTRIC INC                         ELECTRICAL CONTRACTOR                                  ENGLEWOOD CO
Accounts Payable, October 2008 – March 2012
Batching, coding and scanning of incoming invoices.  Timesheet entry.  Matching and indexing scanned checks into General Ledger.  Updating spreadsheets for job cost and general costing for Sprint, Enterprise, and Wright Express.  Tracking of Contract Labor cost by job. Credit card reconciliation.  Journal entry posting and corrections.  Daily, weekly, and monthly sub-contractor and major vendor check runs.  1099 preparations.  Sales and Use Tax for several counties in Colorado, State of Colorado and Wyoming.  Cash posting to receivables, daily bank deposits.  Month end cash receipts balancing.
Accomplishments:  
· Created spreadsheets for more efficient tracking of Sales and Use Tax, and Contract Labor.  This saved time and effort on monthly closings and proved more efficient for tracking and referencing information.

NORGREN CO (IMI NORGREN)                                MANUFACTURING                                    LITTLETON CO
Department Tech - Finance, April 2003 – October 2008
Entered and processed invoices for payments for several “foreign” divisions, located in England, Germany, Spain, and Italy.  G and A invoice entry for domestic divisions.  Re-occurring invoice entry.  Weekly and monthly check runs including “foreign” wire payment processing, this includes working with the Euro and Great British Pound.  Maintenance of payment edit journals and check registers.  Maintaining the new and problem invoice counts for the department.  
Professional Experience (continued)
NORGEN CO ( IMI NORGEN) Cont.

Maintenance of several spreadsheets for the department, including Patent Attorney, Auto and Equipment Leases.  Miscellaneous invoicing.  Processing of customer rebates and sales commissions, done by check and/or credit memo depending on contract agreement.  State Sales and Use Tax for Multiple States including, but not limited to:  Colorado, California, Washington, Illinois, Minnesota, Tennessee, and Michigan.  1099 processing.  Cash receipt posting as required.

Accomplishments:  

· Created and Maintained the spreadsheet for the Patent Attorney which was several hundred pages long.  Finance needed a way to track the Patent costs for each product by Division.
· Brought the foreign inter-company account with England which had not been looked at in over 2 years, from over 120+ days, 15% to 20% past due, to within 60 days (which was normal for shipping time allowance) and 3% to 4% past due.
A-1 GLASS, INC                                    GLASS AND GLAZING CONTRACTOR                                ENGLEWOOD CO
Accounts Payable Manager,  March 1996 – March 2003
Full charge Accounts Payable, including , but not limited to:  Matching Purchase Orders to incoming invoices, job cost, issuing and setting up new job numbers and budgets, entering change orders as required.  Coding, data entry, petty cash, weekly and monthly check runs, phone backup and filing.  Reconciling aging reports with vendor statements. Preparing supply invoices from vendors for sales/use tax preparation.  Maintain vendor records.  1099 preparation.  Bank deposits as required.  Training of backup Accounts Payable personnel.  

Other Duties:  Cell phone purchasing and control. Network administration.  Support network hardware and software. Maintain software licenses, controlled software installation in referencing to licensing.  Purchasing of computer hardware and software.  Oversaw that computer system was year 2000 compliant.
Company Credit card auditing, (i.e. Visa cards and Gas Cards) done monthly.  Maintaining spreadsheets for Company vehicle registrations and maintenance tracking, as well as large equipment, (i.e. Lifts, Booms and Cranes).

Accomplishments:

· Designed and oversaw computer network installation.  When I started with A-1 Glass, Inc., there were only 4 computers in the office.  Upon my departure every office employee (25) was setup on the network with computers being integrated in the shop for planning a fabrication and on job-sites for ease of record keeping and documentation.
GENESEE COMPANY                                               HOMEBUILDER                                                 GOLDEN CO

Accounts Payable,  Sept. 1992 – Sept. 1995

Processing of computerized purchase orders for payment for several developments.  Preparation of monthly bank construction draws.  Check runs, data entry, and statement reconciliation.  

Other Duties:  Maintained several cashbooks for different developments.  Bank account reconciliations for communities I did not maintain cashbooks for.  Journal entries.

DESKS, INC.                                                      OFFICE FURNITURE DEALER                                   DENVER CO
Billing Clerk / Accounts Payable, Sept. 1989 – May 1992

TOOLS UNLIMITED, LTD.                               MACHINE TOOL SUPPLIER                                      DENVER CO

General Office, Sept. 1988 – May 1989

GEORGE’S PLUMBING                                             PLUMBING SERVICE                                           SALIDA CO

Office Manager, Jan. 1988- Aug. 1988

UNIPAC SERVICE CORP.                                STUDENT LOAN SERVICING                                    AURORA CO

Skip Tracer / Customer Service Rep., June 1985 – Dec. 1987

Education
ARAPAHOE COMMUNITY COLLEGE, littleton co
Certificate – Network Technician, 1985

Continuing Education:

ARAPAHOE COMMUNITY COLLEGE, LITTLETON CO

Accounting I (refresher), Accounting II, Network Administration, Network Design and Installation, WinNT/2000, 

XP Professional, Enterprise and Networking Intranets:  IIS and Explorer.
Technology Summary
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