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Objective- My goal is to become associated with a company where I can utilize my skills and gain further experience while enhancing the company’s productivity and reputation.


Professional Experience:

BW
Temporary
Louisville, CO 
A/P Accountant
Project Accountant
January 2014- Current
Support accounting department to process invoices. Responsibilities’ include
· Accurately matching invoices to Purchase Orders.
· Entering check requests into 3 accounting systems
· Process checks daily
· Communicating with project managers on any discrepancies on purchasing, pricing and materials received.                                                                                                 
· Produce multiple reports with each cash flow and daily check run
· Process all project related vendor statements.
· Filing invoices.
· Process monthly cash flows for each phase of each project.


ITW Plastic Packaging
Temporary through Staffing With Bliss
Denver, CO
Office Administrator
September 2013- January 2014

   Support the Plant Manager and employees which include the following duties
· Handle HR 
· Handle timecard processing 
· Recorded vacation and attendance.
· Worked with staffing agencies to maintain seasonal staff.
· Handle all Denver planet company functions
· Created and Maintain Plants filing system 
· Work with staffing companies for potential employees and seasonal help
· Maintain customer base.
· Handle all customer service functions for Denver plant.
· Enter and confirm all orders for plant
· Arrange and Track Shipments
· Coordinate monthly inventory
· Recounts for any inventory issues
· Purchasing all packaging materials
· Handle all Accounts payables for Denver Plant
· Handle all Accounts receivables for Denver Plant
· Handling monthly close for all AR/AP
· Handling all freight incoming and outgoing
· Create and maintain production schedule
· Maintain Plant Manger schedule
· Create and maintain all plant reports 
· Reconcile petty cash
· Reconcile company credit cards.




Weatherford International  
Denver, CO
Administrative Assistant IV for Western Region Business Unit Manager 
October 2012-April 2013

Supported the Colorado Corporate Office Frac division with day-to-day administrative tasks.  Primarily supports Western Region Business Unit Manager with administrative tasks and special projects.  Screen telephone calls and visitors as well as keeping myself on schedule.  Other duties include:
· Provide overall administrative support for FRAC division including, Vernal, Williston, and Casper districts.
· Schedule, coordinate, support meetings including catering.
· Faxing, scanning, copying and managing office supplies.
· Expense report management for multiple mangers and districts corporate charges within the proper cost code.
· Processing check request.
· Coordinate all travel domestically for management and all rotation crews, including flights, hotel, transportation and meeting set-up. 
· Assisted human resources with preparation of employee files to be sent to corporate headquarters, RIF issues to include, final expense reports, timesheets, per diem, transportation. 
· Manage Regional Business Managers Calendar
· On call 24/7 for any travel, logistics and transportation issues for all FRAC employees in my territory. 



WhiteWave Foods
Broomfield, CO
Account Reconciliation Specialist/Trade Claims Specialist
October 2008-June 2012

Supported Finance Department. Maintained national accounts including all Target, Safeway, HEB stores along with 150 other chains to assure accurate payments and deductions’ for clients. Organized full calendar which included coordinating all attendees’ availability, and managing conference calls. Telephone lines for 15 conference calls a month. Other duties include:

· Research over and under payments on national accounts.
· Reading contract to insure that proper contract had been executed.
· Reviewed invoice on each case to verify that proper payment has been processed.
·  Maintain logs for the national in house accounts.
· Created and maintained internal reports and logs.
· Identified and developed areas for policy change within the accounting system.
Processed cases, obtained supporting documentation, conducted research and provided notification of unauthorized cases.
· Tracked data, maintained customer database, communicated issues and provided reports to management.
· Researching, verifying and processing check request.
· Provide relevant and reliable information to various departments within the company and brokerage office.
· Communicate issues and case status to Regional Business Mangers on daily basis.
· Worked special project for management.
· Performed analysis plans for specifically identified accounts.

Vaisala Inc.
Louisville, CO
Aviation Administrative Assistant/ Sales Coordinator
June2004-August 2008

Support the Colorado Corporate Office. Primarily support North American Sales Manager and entire sales department. Screen telephone calls and visitors. Organized specific events as well as keeping self on schedule. Other duties include:
· Trade show and Conference Logistics Coordinator oversee registration, meeting schedule, deadline management and all other logistical requirements.
· Renewed all service contracts for United States.
· In charge of all new employee customer and vendor setup. 
· Manage customer files making sure all correspondence is filed appropriately and in easy to understand organization.
· In charge of event planning meetings. This includes facility set-up, food and drink coordination, and information reproduction.  Direct vendor contact for all hotel lodging and food and drink logistics.
· Manage office supplies, vendor contracts and oversee vendor contract negotiations for janitorial and office maintenance services.
· Handled all international travel for sales team and management.
· In charge of coding invoices, organizing, and ensuring timely payment for vendor invoices. Also main contact for all vendor inquiries. 
· Managed expense reports and filing them with the proper documentation.
.

The Record Service  
Irving, TX                                                      
Legal Technician
January1994-July 2001

Retrieved and prepared documents for law firms in litigation.  Other duties include.                                                                                                                              
· Researched background, medical, banking and employment information.
· Provided customer service to attorneys’ and insurance companies. 
· Prepared Notice of Intention along with issuing and serving subpoenas.
· Prepared documents, depositions and affidavits for attorneys for upcoming trials.  
· Data entry, document retrieval and preparation. 
· AR/AP and collections as needed. 






Professional Certifications/Associations:
· Notary Public for the State of Colorado 


Software Skills

Microsoft Office Word, RPM, Great Plains, PeopleSoft, Outlook Excel, Access, Power Point, SAP, Lotus Notes, Quick Books, Aton, MFG Pro, & MEI.

*References Available Upon Request 

