Naomi Lynne Gallegos
209 17th Avenue
Greeley, CO 80631
 (970) 324-0993 Cell/Home
Naomilg99@gmail.com

OBJECTIVE:
Seeking a position where extensive experience will be further developed and utilized. I am a self motivated person wanting to further my career within a company where my skills and abilities will be put to use. I believe that my personal knowledge and on the job training make me a competitive candidate for any roles that you currently have open. I am detail oriented, enthusiastic, and professional with demonstrated communication and people skills. 
SUMMARY OF QUALIFICATIONS:
· MS Applications (Excel and Word)
· MS Outlook
· 10+ Yrs in Accounts Payable/Accounts Receivable/Cash Management
· 5+ Yrs Reconciling GL Accounts
· [bookmark: _GoBack]3+ Yrs Payroll
· Exceptional Organization Skills
· Tracking/Ordering Inventory and Supplies
· 2+ Yrs Human Resources
· Type 45+ WPM
· Ten-Key
· Data Entry
· Outstanding Customer Service
WORK HISTORY:
Liquor Mart, Boulder Colorado- September 2008 to March 2013
Bookkeeper/Accountant/Payroll/Human Resources

Duties include but are not limited to matching PO #’s and quantity of what was purchased to invoices before they can be entered into system and generated for payment. Enter invoices into Peachtree system and process check payments as well as ACH payments. Enter house account charges into Peachtree system. Generate Invoices monthly and mail them out. Post Payments into Peachtree system. Collection calls. Reconcile Daily Cash Reports from cashiers/web sales. Enter daily GL transactions into system. Upload employee hours from time clock to payroll system and process Payroll biweekly. Assist Controller with month end reconciliations, journal entries, and special projects. Administrative duties include filing, copying, printing, and answer phones when needed.													
Butterball, LLC, Platteville Colorado- March 2008 to August 2008
Accounting Specialist

Duties include but are not limited to matching PO #’s and quantity of what was purchased to invoices before they can be entered into system and generated for payment. Also, made sure the purchase orders have at least two signatures. Entered invoices into system and submit for payment. Administrative duties included answering up to five extensions and directing them to appropriate personnel, file, fax, copy all records for Live Production Office, and make sure timecard and contractor timesheets get in by deadline. I distributed out payroll for approximate 100 to 150 employees. Data enter on spreadsheets for quality control and record keeping (enter mortality of turkeys/weight/kill reports from plant). Once a week counted medication and vaccination inventory/supply to make sure it ties to what was taken by the farm service men. Coordinated special projects that the farm manager and office manager needed done.

Colorado Mountain News Media, Greeley Colorado-May 2001 to March 2008
Accounts Receivable/Payable Clerk

In this Accounts Receivable position, I applied payments to vendor accounts. If there were discrepancies or I did not know where the payment should be applied, I would analyze it and or call the customer for information. Received and answered all customer phone calls. The phone calls ranged from customers wanting to make payments to having discrepancies with their invoices. Most of the discrepancies were directed to the sales representative or office manager at our different locations. I would keep a spreadsheet with the info and followed up if it wasn’t taken care of. Each week I would run an Aging Report and email them to sales staff as well as office managers for them to keep a handle on their accounts and the outstanding balances from their clients. In the Accounts Payable position, I coded and entered invoices into SBS Accounting System. Once a week I sent out approval reports of the invoices that were entered to the appropriate personnel for them to look at and approve. I processed weekly check runs to vendors and reimbursements for employees. Entered adjustments/general ledger entries, reconciled carrier pay at month end, and expedited items needed to be sent to Corporate Office for month end. Coordinated special projects that the controller or business manager needed done. 

State Beauty Supply, Greeley Colorado-September 1999 to May 2001
Bookkeeper

During my employment here I performed many duties that included balancing all cash drawers and verifying correct deposit amounts. I applied all check/cash payments to client’s accounts. Generated invoices at the end of each month and mailed them out. Administrative duties included but not limited to answering phones, placed and filled orders, stock shelves, responsible for keeping inventory up to date, and all record keeping.

EDUCATION:

Aims Community College-June 1999
Associate of Applied Science Degree in Accounting
