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Summary of Qualifications
Highly organized and detail-focused Bookkeeper/Accountant with an exceptional track record of accurately handling financial reporting in deadline-oriented environments.

· Highly skilled in all aspects of recording transactions, posting debits and credits, reconciling accounts, and ensuring accuracy and completeness of data.

· Highly skilled in payroll, payroll taxes, sales and use taxes.

· Expertise in developing and delivering monthly, quarterly, and annual financial statements for management within tight deadlines.

· Proficiency in managing accounts payable and accounts receivable, generating invoices and monthly statements for clients.

· Proven ability to identify and implement improvements to streamline processes and increase efficiency and productivity.

· Excellent computer skills; Intermediate in Microsoft Excel & Outlook 2002 Professional, Quicken/QuickBooks, proficient with MS Word and PowerPoint, and able to learn proprietary systems/applications quickly and easily.

· Proficient with Internet Explorer and Netscape.

· Experienced in working with external auditors. 

Skill Proficiencies 

	· Quarterly Reports

· Accounts Payable/Receivable/General Ledger 
	· Process Improvement
	· Financial Statements

· Reconciliation




Education
Bachelor of Science in Computer Science, 1992 – GPA 3.61
METROPOLITIAN STATE COLLEGE OF DENVER – Denver, CO


Professional Experience

The Finishing Touch Janitorial Service, Inc. – Longmont CO                                      2012 - 2013

Part Time position – 7 hours per day Monday & Thursday – Reconcile banks, work with job accounting, all payroll tax returns, analyze receivables and payables, other jobs as required.

ResourceMFG/Staffing Solutions – Longmont, CO                                                       2010– 2011
Accounts Payable Clerk

Part Time Temporary position in Longmont, CO with Everett Charles Technologies.  Matching Accounts Payable invoices to Purchase Orders and Packing Slips.  Coding for payment by headquarters office of a subsidiary to a multi-national corporation in Pomona CA.  Pulling parts for Sales Orders.  Shipping and Receiving Parts and Fixtures.  Posting receipt of parts into Inventory software.  Working with vendors when questions arise.  Billing customers.  Answering phones.
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Creative Lifting Services, Inc. – Brighton, CO (construction heavy equipment rental)    
     2007 – 2008
Full-Charge Bookkeeper

Manage all financial transactions including posting debits and credits, producing financial statements, and recording all transactions. Generate bank deposits and reconciliations, verify and balance receipts. Create invoices and track overdue accounts. 
Manage payroll and related taxes including IFTA (International Fuel Tax Association) reports. Prepare payroll tax returns. Research and resolve billing and collections disputes.  Left due to staff reduction.
Key Contributions:

· Supported a significant increase in productivity levels by reorganizing the entire office and streamlining accounting processes.

CREDO Petroleum Corporation – Denver, CO (oil and gas exploration & production) 
  2002 – 2007


General Accounting

Revenue Accounting, Joint Interest Billing, Accounts Payable, General Ledger, Financial Statements.  Depreciation Calculations.  Accruals.
Production Accountant
Managed financial transactions and record keeping with strict attention to detail. Maintained production and profitability records for all company-operated wells. Verified and posted transactions to general ledger. Reconciled and balanced accounts. Compiled statistical reports for management. Generated monthly statements and invoices for customers. Communicated with customers to address inquiries and resolve issues. Generated monthly State and Federal Production reports including taxes and royalties. 
Key Contributions:

· Streamlined data for tax & royalty reports and implemented internal filing system of reports.
· Ported parent and one other subsidiary from DOS to Windows based system including support for others in the accounting department as needed. 
LinuxMall.com  – Aurora, CO   (computer)





 1994 – 2001


Software Development and Technical Support

Porting of DOS/Windows software to Linux/Unix.  Technical Support for Linux and Programming tools as well as programs developed or ported. 

Key Contributions:

· Demonstrated talent for quickly learning new operating systems and/or software programming languages.
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