	Deborah Brown

	7561 Krameria Drive, Commerce City, CO 80022, Cell 303-505-9651, samplay227@yahoo.com

	Objective:

	To obtain a position within a challenging work environment.  Where my education along with my computer proficiency, previous work experience and interpersonal skills can enhance the company performance and image. 

	Experience:

	Accounts Payable Clerk

March, 2007 to Present
	Waste Connections of Colorado, Inc.
	Denver, CO 

	Review and process all incoming invoices for accuracy of price and quality
Review of Purchase Order Log for three sites
Assist with all northern Colorado Districts
Process employee expense reports
Monthly, Quarterly, and Yearly Colorado State and Cities Sales and Use Taxes
Annual Business License for Cities in the Metro Area of service
Reconciliation of Vendor Accounts to ensure payment in a timely manner
Back up for Accounts Receivables, Payroll and Collection as needed
Other duties as assigned by Supervisor

	Full Charge bookkeeper

January, 2006 to March, 2007
	Colorado Environmental Service 
	Denver, CO

	Billing for all Projects including Accounts Receivables
Accounts Payable for all Vendors
Bank Reconciliation of three checking accounts
Weekly Payroll and Benefits for forty five employees
Monthly, Quarterly, and Yearly Taxes for sales and use and payroll
Workman Compensation Claims, Workman Compensation Insurance
Administrative Assistant to President/Owner of company
Other duties as assigned by Supervisor

	Administration Assistant

2/1/2005 to 12/1/2005
	Denver Health – HSR
	Denver, CO

	Administrative Assistant to the Director of the Department
Ordering of office supplies and redesign project in Oracle as needed
Meeting with Accounting Staff in regards to Grant Funding
Help with organizing Lean Conference 2005
Other duties as assigned by Supervisor 

	Full charge bookkeeper

7/1/1997 to 2/1/2005
	C. Morgen Masonry, Inc.
	Brighton, CO

	Billing for all Projects including Accounts Receivables
Accounts Payable for all Vendors
Bank Reconciliation of Checking Accounts and Line of Credit
Weekly Payroll and Benefits for over hundred Employees
Workman Compensation Claims, Workman Compensation Insurance
Other Duties as assigned by Supervisor

	education:

	May, 2002 to October, 2004
	University of Phoenix 
	Westminster, CO

	Bachelor of Science in Business Administration

March, 1994 to November, 1995          Platt College                                                      Aurora, CO
Diploma in Data Entry and Accounting

	References:

	References are available on request.
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