Sharon Anne Chagolla

2413 Wolf Creek Drive
Brighton, CO  80601

303-557-8008

RESUME

Objective:  To work for a company where I can utilize my wide ranging skill base in office administration, accounting and project coordination.
Systems:

· Windows XP, 98, Millennium

· Microsoft Office Applications (Word, Excel etc.)
· Master Builder

· Megasys

· Numerous custom softwares

Professional Experience:

May 2006-December 2009
Deer Creek Corporation, Golden, CO
Accounting Clerk and Project Coordinator
Duties included but not limited to:

· Full Cycle Accounts payable

· Research billing discrepancies

· Accounts receivable analysis and maintenance including analyzing receivables, reviewing the application of cash receipts, and cleaning up old A/R

· Liaison to field personnel 

· Serve as the liaison to several external vendors, ensuring the billing is done correctly, and client questions are answered in a timely manner
· Subcontract administration including draw requests, change orders, subcontract audits, and draw reconciliation
· Handle special projects as necessary
· Payroll from timesheet entry to direct deposit.
January 2005-March 2006

Weston Solutions, Lakewood, CO

Project Analyst II

Duties included but not limited to:

· Project Profitability

· Accounts Receivable

· Accounts Payable

· Analyze WIP for Project Managers
· Project Reports
March 2002-January 2005

Emerald Construction Management

Accounting Clerk

Duties included but not limited to:

· Accounts Payable

· Accounts Receivable

· Statements

· Scheduling

· Human Resources Assistant

· Payroll data entry

Education:

Associates of Liberal Arts from Aims Community College
· Pre Nursing Emphasis 
References:

· Available upon request
