MICHAEL S. CLOUTIER
(303) 751-0156
mike12706@yahoo.com
PROFESSIONAL
PROFILE:
Experienced problem-solving general accounting professional with several years of experience with great interpersonal communication skills.  I have the ability to learn new programs and the willingness to jump in help with any task.
SKILLS / QUALIFICATIONS:

ACCOUNTING / EXPERIENCE:



Full Cycle Accounts Payable

Bank Reconciliation

Scheduled General Ledger Accounts

Full Cycle Accounts Receivable

Benefits Administrator

Analyzed General Ledger Accounts

Collections



Human Resources

Prepared Financial Statements

Payroll




Journal Entries


Prepared Capitalization Budgets
COMPUTER / OFFICE SKILLS:
             Microsoft Outlook


JD Edwards
          

AS 400   


             Microsoft Word



Peoplesoft
          

Shipping/Receiving
             Microsoft Excel 


Oracle

          

Purchasing




PROFESSIONAL EXPERIENCE:
2009-PRESENT
FLOORING CUSHION & SUPPLY, General Accountant

Processed Full Charge Accounts Payable resulted in a better relationship between vendors and the company, Reconciled Bank Statements, Processed the monthly Sales Tax resulted in elimination of penalty and interest charges.  Posted the daily and end of the month adjusting General Journal Entries resulted in better recording of the Financial Statements.

2007-2009
PROFESSIONAL TRADE SUPPLY, General Accountant/Payroll

Processed Full Charge Accounts Payable & Accounts Receivable resulted in a better relationship between venders and customers and increased cash flow by 30 percent, Reconciled Bank Statements, Processed the monthly Sales Tax resulted in elimination of penalty and interest charges.  Posted the daily and end of the month adjusting General Journal Entries resulted in better recording of the Financial Statements.  Compiled a Daily Collateral Report and faxed it to the bank.  Reconciled and balanced the company’s three thousand dollar Petty Cash drawer.  Performed special projects for the Chief Financial Officer as needed.
2005-2007
TELETECH INC., Accounts Payable Analysis/Special Projects/Cash Requirements Auditor

Problem solved external and internal customers concerning supplier payments and invoice problems resulted in an improved overall opinion of the Accounting Department.  Processed invoices and notified procurement if there was a problem with the purchase order.  Performed special projects for the Accounts Payable Department for example Unclaimed Property and Auditing Cash Requirement Reports.
2005-2005 ACCOUNTEMPS, Human Resources/Benefits Administration/Accounts Payable 
Auditing employee personnel files for compliance to company’s policies and procedures.  Examined and Billed employees for their outstanding benefit premiums resulted in collecting thousands of dollars.  Performed Full Cycle Accounts Payable resulted in better perception of the Accounts Payable Department from both internal and external customers. 
2003-2005
PROTECH COMPUTER SYSTEMS, INC., Accounts Payable

Cost saving analysis that saved the company thousands of dollars by verifying cost on sales orders versus vendors’ invoices.
2000-2002

360NETWORKS, INC., Budget Analysis/Job Costing

Achieved project costing by recommending, streamlining, implementing with General Manager and Directors on completing the capitalization budgets. Liaison between the Engineering and Accounting Departments resulted in improving the relationship between the both departments. 
EDUCATION

Associate Degree in Business & Accounting



Arapahoe Community College
