Olivia  N.  Fiala
 
Fort Collins, CO 80525       (970) 223-4252       olivia.f@comcast.net
RELEVANT EXPERIENCE

Project Controls Specialist, LGS (Alcatel-Lucent) Broomfield, CO (6/2010 – 07/2012)

· Set up and was Responsible for 23 CPFF Contracts (worth around $40 million) and 21 FFP contracts (worth around $11.6 million)

· Performed A/P duties worth several $ million
· Worked with buyers and purchasing and placed requests worth several $ millions

· Calculated and Collected over ½ million in manual invoices and (around $30 million on my contracts) for  A/R
· Analyzed variety of costs from different data sources
· Produced weekly cost data reports to Program Managers for project management and budget tracking

· Performed reconciliations and Solved complex questions and issues

· Designed charge case structures

· Determined requirements for billing, cost reports, budget reports and PM reports
· Served as an interface between company and auditors
Bookkeeper, Mountain Range Church, Fort Collins, CO (7/2005 – 5/2010)

· Performed full cycle AP – Entered invoices and Processed payments 
· Was Responsible for Payroll and relevant Taxes 

· Resolved payroll issues, answer inquiries, enforced payroll policies

· Prepared payroll reports

· Reconciled bank statements

· Prepared budget reports for management use

· Posted GL entries

Accounting Assistant, Space Science Institute, Boulder, CO (2009)

· Transferred all accounting Access files to Great Plains (Microsoft Dynamics GP 10.0)

· Worked with government contracts

· Full cycle A/P – high volume invoice processing

· Performed accounts research & reconciliation using aging reports

· Full Cycle A/R (inc. collections, credit cards, wire transfers)

· Coordinated monthly billing of customers & Processed deposits received

· Executed monthly payroll and relevant taxes

· Reconciled credit card statements and expense reports monthly 

Accountant, Wasson-ECE Instrumentation, Fort Collins, CO (2008)

· Full Cycle A/R (incl. collection)
· Performed HR duties
· Coordinated monthly billing of customers & Processed deposits received

· Full cycle A/P – high volume invoice processing

· Performed accounts research & reconciliation using aging reports

· Executed semi-monthly payroll and relevant taxes

· Reconciled credit card statements and expense reports monthly 

Accounting Assistant, Computek Dental Systems, Fort Collins, CO (2001 – 2005)

· Executed semi-monthly payroll & relevant multi-state taxes 

· Full Cycle A/R (incl. collection)

· Maintained various Excel spread sheets & Access databases

· Full cycle A/P – high volume invoice processing

· Performed accounts research & reconciliation using aging reports

· Reconciled bank statements

· Figured out quarterly and yearly taxes

· Reconciled credit card statements and expense reports monthly

· Provided excellent customer service

· Maintained the GL & Prepared journal entries

Residential Administrative Clerk, Foothills Gateway, Fort Collins, CO (2000 – 2001) 

· Analyzed & Kept track of various expenses

· Wrote up check requests and vouchers and made sure that these bills were paid 
· Reconciled 24 bank statements and checkbooks monthly

· Collected data to perform annual audit of consumers’ files

· Worked with Medicaid, Social Security, local Pharmacies, and PVH

· Performed data entry, filing, and scheduling

· Planned & organized purchases for nine residences

Treasurer/Bookkeeper, Mothers’ Center of Fort Collins, Fort Collins, CO (1987 – 2000)

· Selected and implemented an accounting system
· Performed HR and Supervisory duties
· Full cycle A/P and A/R
· Performed payroll, taxes, general ledger, budgets, journal entries  

· Reconciled bank statements & accounts

· Figured out quarterly and yearly taxes

· Produced & maintained Access database for membership roster 

· Scheduled various events at the Mothers’ Center 

EDUCATION & LICENSES
· BS Accounting, UNC, 3.72/4.00 GPA

· AA Liberal Arts w Accounting emphasis, Aims Community College, 3.93/4.00 GPA

· Beta Gamma Sigma – honor society for the top ten percent of business students 

· CO Notary Public (2008 – present)
SPECIAL SKILLS 

· Self Motivated, a quick learner & love to multi-task

· Strong problem solving and analytical skills

· Highly organized & great attention to detail

· Ability to work under pressure and possess a strong work commitment

· Meets deadlines efficiently & effectively

· Provides great customer service

COMPUTER SKILLS

· Microsoft Office: (Word, Excel, Access, Publisher, Outlook, Power Point)

· Accounting Packages: (QuickBooks, Accware, M2M, ADP, Paychex)

· Cost Point (Deltek), BMRS, JD Edwards system, PeopleSoft, SAP, Oracle, Great Plains (Microsoft Dynamics GP10.0) Adobe Acrobat
