MARCY ERVIN	

 1820 Corey Street  Longmont, Colorado 80501 
 720-340-4215    littlebeard@comcast.net


	

	QUALIFICATIONS PROFILE
	




· High performing, 20+ years Accounts Payable professional.  
· Extremely reliable, organized, analytical and detail oriented.  
· “Go to” person for Accounts Payable process expertise.
· Demonstrated success at communicating with all levels of the organization, including the C-suite.

	

	AREAS OF EXPERTISE
	




	· Full Cycle Accounts Payable Processing
	·  Vendor Management & Communication 

	· Use Tax Calculations & Processing
	·  Employee Expense Report Processing

	· Acquisition Integration
	·  1099 Reporting





	

	EMPLOYMENT HISTORY
	





	ACCOUNTS PAYABLE ACCOUNTANT
	 2010–PRESENT 

	MARKET FORCE INFORMATION, INC.    LOUISVILLE, CO



Responsible for the full cycle processing of Accounts Payable for multi-national, customer intelligence company with offices in five locations.  Duties include W-9 management, purchase order review, invoice verification, account coding, obtaining approvals, data entry and check run. Also responsible for all vendor set-up, 1099 processing, vendor spend reports, preparing monthly Accounts Payable accrual report and filing.
Major Accomplishment:
· Successfully integrated Accounts Payable responsibilities from Canadian acquisition

	ACCOUNTS PAYABLE CLERK
	 2006– 2009 

	ELLORA ENERGY  BOULDER, CO



Responsible for the full cycle processing of Accounts Payable for multi-state oil and gas company with offices in Colorado, Kansas, Louisiana and Texas.  Duties included W-9 management, purchase order review, invoice verification, account coding, obtaining approvals, data entry and check run. Also responsible for all vendor set-up, Use Tax calculations, 1099 processing, preparing monthly Accounts Payable accrual report and filing.
Major Accomplishment:
· Implemented standard operating procedures for purchase order entries and developed process documentation for ISO certification

	ACCOUNTS PAYABLE CLERK
	 2002–2006 

	OTOLOGICS, LLC  BOULDER, CO



Responsible for the full cycle processing of Accounts Payable for small research and development company specializing in hearing devices.  Duties included W-9 management, purchase order review, invoice verification, account coding, obtaining approvals, data entry and check run. Also responsible for all vendor set-up, Use Tax calculations, 1099 processing, preparing monthly Accounts Payable accrual report and filing.
Major Accomplishments:
· Defined and implemented standard operating procedures for the entire Accounts Payable process 

	ACCOUNTS PAYABLE CLERK
	1996–2002 

	GILEAD SCIENCES, INC. (FORMERLY NEXSTAR PHARMACEUTICALS)  BOULDER, CO



Responsible for the full cycle processing of Accounts Payable for international pharmaceutical company.  Duties included W-9 management, purchase order review, invoice verification, account coding, obtaining approvals, data entry and check run. Also responsible for confirmation of expenses against purchase orders ensuring proper charges and approvals were in place.  Additional, responsibilities included all vendor set-ups, Use Tax calculations, 1099 processing, preparing monthly Accounts Payable accrual report and filing.
Major Accomplishments:
· Responsible for overseeing the upgrade of Accounts Payable processing in JD Edwards
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	ACCOUNTS PAYABLE CLERK
	 1995– 1996 

	ACCOUNTEMPS  BOULDER, CO



Responsible for the full cycle processing of Accounts Payable for various local businesses in need of temporary Accounts Payable assistance.  Duties included W-9 management, purchase order review, invoice verification, account coding, obtaining approvals, data entry and check run. Also responsible for all vendor set-up, Use Tax calculations, 1099 processing, preparing monthly Accounts Payable accrual report and filing.
	
ACCOUNTS PAYABLE CLERK
	 1994– 1995 

	GENEVA PHARMACEUTICALS   BROOMFIELD, CO



Responsible for the full cycle processing of Accounts Payable for large pharmaceutical company who specialized in generic drug manufacturing.  Duties included W-9 management, purchase order review, invoice verification, account coding, obtaining approvals, data entry and check run. Also responsible for all vendor set-up, Use Tax calculations, 1099 processing, preparing monthly Accounts Payable accrual report and filing.
	
ACCOUNTS PAYABLE CLERK
	 1992– 1994 

	SYNERGEN, INC.  BOULDER, CO



Responsible for the full cycle processing of Accounts Payable for large pharmaceutical company who specialized in generic drug manufacturing.  Duties included W-9 management, purchase order review, invoice verification, account coding, obtaining approvals, data entry and check run. Also responsible for all vendor set-up, Use Tax calculations, 1099 processing, preparing monthly Accounts Payable accrual report and filing.

	

	COMPUTER SKILLS
	





· BASIC MICROSOFT OFFICE AND OUTLOOK
· AS400
· BOLO
· GREAT PLAINS
· JD EDWARDS
· QUICKBOOKS
· SOLOMON



	

	EDUCATION / PROFESSIONAL TRAINING
	





· BARNES BUSINESS COLLEGE, DENVER, CO – GENERAL OFFICE SKILLS 


