   Mary A. Ellsworth
Frederick, Colorado
Phone: 720-933-0955

Profile
Experienced accounts payable clerk for various corporations. Effective and results-orientated employee with a proven track record of success and significant accomplishments. I’m a hard- worker, team player or can work independently.  Very detailed oriented. I would like to use my knowledge and experience in areas of accounting to help your company excel and grow.

Software Experience
Oracle Financial, Outlook, Great Plains, Oracle 11i Expense Reporting (High volume, doing around 5000 expense reports a month), 13,000 kph, Data Entry by touch with accuracy, Microsoft Dynamics AX, Solomon, SAP and Excel.

EXPERIENCE
Micro Motion Inc. A Division of Emerson (Contract)   			              	March 2012 – March 2013
Accounts Payable Clerk
· Entered P/O invoices into Oracle System – High volume, doing around 500 invoice a week 
· Resolve Invoice Discrepancies with Buyers and Vendors
· [bookmark: _GoBack]Entered Credits when necessary
· Entered Accrual Write- Offs 
· Expense Report – put remittance slips with expense reports
· Processed weekly Check Runs (put invoices together with remittance and ready for mail)
· Reconciled Statements 
· Filing of invoices and Expense Reports
·  Opened Mail –Answer emails - Getting invoices ready for mail - Printed Invoices when sent

Abound Solar (Contract)							               June 2011 – February 2012 
Accounts Payable Clerk                                                                                                  
· Entered P/O invoice into Microsoft Dynamics AX System   
· Reviewed all invoices for appropriate documentation and approval prior to payment
· Resolve Invoice Discrepancies with Buyers
· Reconciled statements
· Sales Tax and Invoice Journals 
· Processed weekly check runs
· Opened Mail and placed calls to Vendors
Brooks Automation (Contract)						      		February - April 2010
  Accounting Clerk                                                                                                            
· Order Entry in BAI order Administrator Manager using Oracle
· Entered Orders in Oracle including promised ship dates
· Processed shipments using FedEx, DHL and UPS
· Receptionist – Answered company phone and directed phone calls -– Opened and closed the lobby
· Postage, sorted mail and filing 

Sun Microsystems (Contract)                                                                           		November 2008 - November 2009
· Reconciled and processed 5000 plus employee expense reports each month
· High Volume A/P using Oracle 11I  - Travel Accounting
· Effectively communicated with employee to resolve payment discrepancies    
· Filing and archiving  
  
Leanin’ Tree                                                                                                                                     July 2006 – May 2008
Data Entry Specialist/Receptionist

Well Fargo Bank								August 2004 – September 2005
Teller/Customer Service
· Customer service involving transactions, business deposits and cash advances, traveler checks
· Credit cards and mortgage payments
· Met sales goals 100% of the time
· Received customer service award

EDUCATION
Anderson University
Bachelor of Arts in Business Administration


