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___________________________________________________________________________________

Summary

Solid foundation of accounting principles; detailed oriented, efficient, and accurate.  Able to meet deadlines and achieve goals in a timely fashion. Punctual, extremely organized, and dependable employee who works well independently and with team members to achieve desired results. Able to identify, investigate, and resolve problems. Honest, hard working and accurate. 

___________________________________________________________________________________

Key Skills

· Performing bookkeeping and financial reporting, including AP/AR and bank reconciliations.
· Collaborating with and supporting external audit teams.
· Manage financial departments with responsibility for Budgets, Forecasting, Payroll, Accounts Payable and Receivable.
· General Ledger / Account Reconciliation compliance with accounting deadlines.
· Properly recording and reports fiscal activities in compliance with generally accepted accounting principles (GAAP) and state and federal rules and regulations.
· Familiar with financial reporting, budget preparation, and financial analysis techniques
· Possess strong mathematical, calculation, and analytical skills
Knowledge and Expertise

	· Accounts Payable
	· Physical Inventories
	· Payroll Processing

	· Accounts Receivable
	· Deposits/Reconciliations
	· General Ledger 

	· Fixed Asset Accounting
	· Collections
	· Financial Reports

	· Federal Income and State Sales Tax Computations
	· Budget Preparation/ Analysis
	· Prepared by Client Schedules

	· Expense Report Processing
	· Accruals/Reversals
	· Economic Data Analysis

	· Travel Advance Accounting
	· PeopleSoft/ Oracle General Ledger
	· COFRS, Colorado Financial Reporting System


Employment Experience


Argus Event Staffing - Security Officer               



August 2006 - Present
6408 South Quebec Street, Centennial, CO 80111
Supervisor: Pat Gilroy (303.799.1140)


- Member of Event Security Staff supporting Denver Broncos, DU Hockey, CU Women’s Basketball and Soccer, Denver Convention Center shows, Dick’s Sporting Goods Events, and various concerts. 

· Work door and stage, checking IDs, taking tickets, and conducting pat downs. Roam venue to maintain a safe environment and monitor patron behavior. 
Advantage Security - Security Officer 




August 2006 - April 2011
13693 East Iliff Avenue, Aurora, CO 80014

Supervisor: Dan Leewaye (303.755.4407)


- Patrolled and ensured the security of buildings, grounds, and parking structure. Enforced company rules, protected company lives and property, as well as prevented and deterred crime on company property. Contacted police if situation escalated beyond security officer’s scope of duties. 

· Accurately recorded notes as evidence for criminal prosecution or police investigations as well as filed reports according to company policy. 
· Responded to emergencies, traumas, fire alarms, and elevator entrapments. Assisted customers and personnel as needed. Received CPR Certification. 
University of Colorado, Boulder - Accounting Tech III/ A/P
March 1990 – March 2007        

1720 Pleasant Street, Boulder, CO 80309


Supervisor: Charlene Kellsey (303.492.3921)

- Administered Accounts Payable for Norlin Library, the flagship of the 7 campus libraries. Received and verified invoices and requisitions for goods and services. Processed, monitored, and reconciled $10M in annual payments and expenditures for print, online, and media acquisitions, subscriptions, and vendors. 

· Processed 300-400 invoices per month with 99% accuracy and 95% paid within 30 days.
· Verified transactions complied with financial policies and procedures.
· Prepared and entered invoices for payment; processed backup reports.
· Recorded all payments and prepared deposits; prepared manual checks as required.
· Maintained listing of accounts payable, general ledger, and updated vendor files.
· Prepared and distributed monthly financial reports.
· Prepared audit schedules

Colorado Dept. of Wildlife - Accounts Payable  



August 1987 - April 1988
6060 Broadway Denver, CO 80216

- Performed accounts payable processing, including exceptions, special payments, process invoices, distribute paychecks, petty cash and travel request/advances. Interact with vendors including answering questions and handling complaints. Distribute paychecks.

Colorado School of Mines - Accountant II




October 1983 - October 1986
- Performed journal entries, maintaining the ledger, and the recording and tallying of monthly accounts, with proper entries to avoid any discrepancies in the year end balance sheet. Payroll/ A/P, prepared schedules for external auditors.

Adolph Coors Company - Property Accountant



May 1978 - August 1983
-  Prepared annual cash audit work papers and preparing annual audit and tax work papers. Combined brewery assets into larger entities by functionality. Book to tax calculation for IRS schedule 5.  Maintained depreciation schedules and determined useful life for combines assets. 

Mercy Medical Center - General Ledger Accountant 


January 1969 - February 1977
- Handled preparing monthly close financial statements and review of financial statements. Responsible for analyzing and comparing budgeted and actual account statements. Prepared and maintained monthly journal entries, assisting staff in monthly close activities as well as preparing account reconciliations statements. Handled quarterly financial reports and general ledger accounts, annual audit, sales tax returns, and other financial reports.

Public Service Co. of Colorado - Junior Accountant


May 1965 - January 1968
- Responsible for month end close processes, posting checks, tracking general ledger accounts, and posting general journal entries. Handled responsibilities of analyzing month end financial reports and performed account reconciliations. Analyzed financial accounts and reviewed monthly general ledger reconciliations. Cash receipts, bank deposits, payroll, and accounts payable.

___________________________________________________________________________________

Memberships and Community Involvement

· Former President, Institute of Management Accountants; Received Best Practices Award
· Former member, Colorado Fiscal Managers Association (CFMA)
· Former member, National Society of Accountants (NSA)
· Active volunteer with: Bonfils Blood Center, Colorado Fat Tire Classic, Denver World Affairs Council, and Whiz Kids Tutoring
___________________________________________________________________________________

Education and Military Service

· University of Colorado at Boulder - BA, Business Administration (Math & Accounting concentration)
· US Army - E5, Intelligence Analyst. Attended Army Intelligence School. Prepared country studies for joint command of the Army, Navy, and Air Force. Held Top Security Clearance.
___________________________________________________________________________________

