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 becthink@aol.com
          Hain Celestial Group

       (temporary assignment for Top Echelon)

        Boulder, CO.

         AP Specialist                                                                      10/11/2012-present 

· Approval process for invoices include 3X match & signatures

· Assess need to accrue for State , local & city taxes & do so if necessary.

· Twice weekly check run

· Vendor statement reconciliations

· Audit other AP Specialists batches for correctness prior to check run

· Process expense reports; audit coding, signatures, and correctness of balances

· Process check requests

·  All Processing done using AS400/Manbase accounting software

         
Accuvant, Inc.

 AP Specialist(Operations)
Denver, CO


2/23/2012-8/31/2012

Full Cycle A/P

· Processing Vendor COGS, and sub-contractor invoices through PO matching process

· Receiving Purchase orders for Internal Asset & Sub-contractor invoices

· Review and adjust PO’s as needed to accommodate billed amount

· Processing of non-COGS invoices & check requests through obtaining approvals (signatures, back-up & signed contracts)

· Weekly check run produced from AP aging report: for both vendors & subcontractors

· Weekly Wires & ACH posting in Netsuite, Selected and sent for electronic approval

· Attach invoices, approvals, and all pertinent documents, from emails and Excel in to Netsuite. This is used as the premier document sharing & filing system for creation of a paperless environment.

· Strong customer service to vendors

· Weekly/monthly vendor statement reconciliation

· Review weekly Open Purchase order report in order to maintain volume expectations, timely payment of invoices, and to recognize and handle discrepancies.

· Download reports from Netsuite to Excel, and re-design in order to meet practical needs.

· Maintenance of email communications, meetings & daily agenda’s, both internal & external, managed through Outlook.
Accountant 1, AP Dept.

Star Tek, Inc                                                                        Denver (Cherry Creek), CO.

5/8/2008-8/19/2011                                                                            
                                                                            (outsourced to the Philippines) 
· Moderate to heavy invoice processing including:)

            2-3 way purchase order matching

            Obtaining approvals of non-PO invoices

            Review G/L & AU & project coding; re-class if necessary

            Sales tax assessments for US & Canadian vendors

            Process US vendor invoices for Philippine & Costa Rican sites (inter-co)

· Weekly & monthly meetings with departments whose AP are within my responsibility

             Meetings included discussions qtrly budget parameters, upcoming pre-paid expenses,

             schedules of contract worker, possible re-classification of vendors costs & gathering of 

             month end expenses for accruals prior to receiving invoices. 

· Month end procedures include; accruals, other re-classifications & adjusting journal entries, review coding and other issues with GL Accountants

· Other non-regular duties have included being part of the implementation team representing AP issues regarding the change over from SAP to Lawson. Also part of implementation and training team for OnBase.

· Supervise temporary workers, maintain training of AP Accountants (U.S.) following implementation of new systems, train & supervise AP Accountants (Philippines), resolve issues when AP manager is out of office, attend meeting with, or in the absence of AP manager, and meet with manger on a regular basis to discuss needs of department as a whole.

· Software used: SAP, Lawson, Excel, Word Outlook, OnBase for Imagining, Hyperion for reports

Accounts Payable Lead

Crocs, Inc
Niwot, CO.
AP Lead duties included the following:
10/10-12/31/07
· Technical supervision of 3 AP processors

· View and audit all incoming invoices & check requests

· Process all invoices & payment requests starting with letters M-Z

· 2 & 3 way purchase order matching

· Regular contact with warehouse & other office staff to resolve PO and receiving issues

· Handle all communication with vendors to resolve issues

· Month end closing procedures; including accruals, adjusting & re-classing journal entries

· Software used: JD Edwards, Excel, Word & Outlook

   Accounts Payable Specialist                         

Media News Group  

Creative Financial Staffing                                                                 Denver, CO.     

Denver, CO.






            Temp. Position (6 mos.)

Shared Services for Western Div. Newspapers


 3/07-9/07
AP Specialist duties included the following:

                         



· Scanning of invoices in to Imaging software

· Medium to High volume invoice processing

· Linking invoice and G/L information between accounting & imaging software 

· 2 & 3 way purchase order matching

· Reconciliation of vendor statements

· Communication with field workers to obtain invoice approvals & vendors to reconcile issues

· Software used: JD Edwards, Image Now 6

Wilkins Management, Inc.                                                                                        Accounts Payable Specialist

Cambridge, MA.                                                                                                        Internal Insurance Admin.
Entertainment Industry Personal & Business Client Management                     1/19/98-12/15/2006
         Responsible for all accounts payable functions included the following:

· Entry of all invoices, check requests, cash requests & wire requests

· Cash Disbursements

· General Ledger postings

· Adjusting journal entries

· Balance sheet analysis

· Inter-company analysis & adjustments

· Handled all vendor communications 

· Breakdown of Company & Client Business & Personal Credit card accounts

· Breakdown of Company Telephone bills, including billing of both clients & employees

· Some billing of Inter-company A/R

· Analyzing 1099 prospects & reports in order to process 1099’s 

· Year end reconciliations

· Accounting Software: Peachtree & QuickBooks

