Colleen Potter
970-302-0415

cpotter66@yahoo.com 

OBJECTIVE

Seeking a challenging opportunity where I will be able to utilize my strong organizational skills, experience, and ability to work with people and independently. Looking for a full-time and long term Accounts Payable career with an organization which will allow me to grow personally and professionally.
EXPERIENCE
09/2020-current

The Cupboard



Fort Collins, CO

STOCK REPLENISHER
· Work independently managing time, schedule, and projects.

· Assist with annual inventory: pre-staging, count, scan, and verification of all merchandise

· Stock merchandise during closed hours

· Arrange and place items in correct locations

· Communicate with buyers and management regarding shortages

· Dust, clean, organize, and maintain all product areas
· Ensure a safe working and shopping environment while minimizing shrinkage and damages
· Work independent and as a team member 
· Direct and assist customers find product requested
· Special skills: ability to work independently with minimal direction in high volume atmosphere, multitask, great and concise communication between sales team, buyers, and management.

· Retail computer systems used: Counterpoint
09/2017-08/2018

Direct Lumber & Door





Fort Collins, CO

INSIDE SALES SUPPORT

· Provide direct support for reading plans, reading take-offs provided, verification, bid quotes, pricing management, ordering, scheduling, logging, tracking, filing, communications, and completions of all individual projects. (est. 40 different addresses per month start to finish)

· Maintain good working relationship between vendors, builders, supervisors, management, and sales team
· Coordinate order flow with site supervisor, delivery and schedule per each address and subdivision
· Maintain high intensity schedule by communicating with job site supervisors, sales team, project manager, warehouse staff, production, delivery coordinator, and management by means of verbal, text, and email
· Research product specifics of special-order items pricing, availability, product knowledge, capabilities, and limitations
· Coordinate resolution of incorrect, missing, or unclear information

· Special skills: ability to work in high pace/ high volume atmosphere, multitask, prioritize, great and concise communication between vendors, sales team,  and management, ability to learn procedures, processes, and software quickly, and attention to detail
· Computer systems used: BisTrack, Vendor websites, Excel, Word, and Outlook.

05/2012-06/2017

Waxie Sanitary Supply




San Diego, CA
Accounts Payable promoted to Admin. Accounting Assistant
· Handle invoices for merchandise and expenses (5 locations) for corporation in high paced and high-volume environment
· Match and file incoming purchase orders and invoices

· Maintain invoices, statements, and payments, pricing and responsible for all monthly recurring payments
· Generate weekly check run, matching, balancing, mail, filing, and locating prior documentation 
· Review and research, maintain, discrepancies to resolve all statements issues
· Reconcile bank statement with general ledger for each location and corporate location monthly account analysis

· Verify, code, release, reimburse balance for all petty cash accounts statement and entries

· Maintained all corporate credit card accounts for accurate reconciliation

· Process all freight expenses
· Prepare, balance, and process all company agreed rebate contracted discounts

· Assist with vendor application process and entry, including 1099 accuracy 
· Maintain lease vehicle agreement for payment and accuracy for all locations

· Positive and professional communication with vendor, locations, and co-workers
· Special skills: ability to work in high pace/ high volume atmosphere, knowledge of general ledger and vendor master list, multitask, great and concise communication between vendor, locations(15+), and management both verbal and written, ability to learn procedures, processes, and software accurately and quickly. Attention to detail.
· Systems used: AS400(A+), Bank of America Works credit card system, Bank websites, Tracking websites, Vendor websites, Excel, Word, and Outlook.

EDUCATION

Aims Community College








Greeley, CO

· GPA overall: 3.5, Consistent President’s and Dean’s List Member 

· Earned certificates in Network Analyst, Visual Basic Programming, Web Page Development, and Database Management

· Other classes included: C++ programming, DOS programming, Q-basic programming, Intro to PC Applications, PC Database

