Tracy Gola
5693 Juhls Drive
Boulder, CO  80301
610-703-2787
tgola22@yahoo.com

Objective:
Highly energized, positive, loyal, motivated, passionate individual seeks an opportunity to become an asset within a reputable company.

Office Assistant Experience:
· Answered all telephone calls courteously and professionally and routed incoming calls to appropriate person. 
· Greeted all visitors in a warm and friendly manner and notified staff members of visitor(s).
· Processed outgoing and incoming mail, signed for express deliveries and delivered the mail to appropriate person 
· Supported current staff by performing general administrative duties such as photocopying, faxing, filing, scanning, word processing and data entry
· Maintained and ordered office supplies, equipment and furniture at discounted rates.
· Prepared, edited, and composed reports per CFO’s request. 
· Arranged domestic travel for CFO and CEO.

Accounts Payable Experience:
· Full cycle accounts payable.
· Received, verified, and processed employee expense reports and invoices including corporate credit card transactions.  Audited and processed credit card bills.
· Prepared and processed weekly check runs and ACH payments.  Printed and obtained signatures on all accounts payable checks.
· Set up vendors and collected W-9 forms.
· Reconciled vendor accounts.  Researched and resolved discrepancies or other payment issues with vendors.
· Coded invoices, and expense reports, processes check requests to ensure proper entry into the financial accounting system.
· Handled all vendor correspondence via phone or email.
· Attached the corresponding purchase orders to incoming invoices with all supporting documentation.
· Received, researched and resolved a variety of routine internal and external inquiries concerning account status, including communicating the resolution of discrepancies to appropriate persons.
· Assisted in monthly closings.
· Reconciled monthly statements for accuracy.
· Prepared general ledger accrual journal entries.

Accounts Receivable Experience:
· Posted payments, credit memos and adjustments in the accounting system.
· Contacted delinquent accounts via phone to secure payment. Inquire as to problems or delays with payment of delinquent invoices.
· Printed and mailed customer statements.
· Interacted with customers to resolve outstanding issues. 
· Respond to all customer inquiries.

Fuel Accounting Experience:
· Analyzed fuel inventories for 90 company operated convenience stores; resolved any delivery, sales or inventory stick reading discrepancies.
· Posted fuel draft payments and freight invoices in accounting system.
· Imported, reconciled, researched and resolved any fuel bill of lading issues for 2,000 monthly deliveries.
· Entered daily sales information for 16 company operated store into accounting system.
· Completed month end fuel inventory accounting for 38 company operated and dealer operated stores.

IT Experience:
· Implemented, maintained and supported a back office software business program for 51 company and dealer operated convenience stores.
· Trained and supervised all convenience store managers on the back office software procedures.
· Maintained communication between the back office software developers and the company IT department.
· Implemented and maintained a $5 million in house Fleet Card software system.
· Setup, updated and maintained 3 prices books for 20 company operated convenience stores.

Work History:
[bookmark: _GoBack]North Star Foods, LLC			Boulder, CO		November 2012 – Present
Accounts Payable Specialist

Prima Marketing, LLC (7-11)		Denver, CO		February 2011 – September 2012
Accounts Payable Clerk / Fuel Accountant

Lehigh Fuels, LLC		Whitehall, PA		October 2009 – September 2010
Customer Service Representative / Accounts Receivables Clerk

Lehigh Gas Corporation		Allentown, PA		April 2000 – July 2009
Accounts Payable Clerk / Accounts Receivables Clerk / Fuel Accountant / Back Office Software Administrator
		
Computer Experience:

· Microsoft Excel, Word, Publisher, PowerPoint and Outlook
· Great Plains Accounting
· Peachtree Accounting
· Factor Executrak and Storetrak
· Fuelsmart and PDI
· Mannatec Fleet Card
· 



Key Skills:

· Excellent written and verbal communication skills
· Able to work within strict time deadlines
· Excellent organization and analytical skills
· Ability to multi-task
· Discreet with confidential information
· Able to work effectively with other employees


· Establishes and maintains long-term customer relationships, building trust and respect by consistently meeting and exceeding expectations
· Dependable with extreme attention to detail
· Good listening, responding and time management skills


Education:
Lock Haven University of Pennsylvania          Lock Haven, PA        September 1994 – May 1998
Bachelor of Sciences in Health and Physical Education
Minors:  Business Management and Coaching
Concentration:  Sports Administration

Volunteer Experience:
· Glendale Women’s Rugby Club Assistant Coach (February 2011 – August 2012)
· Western Rugby Union Women’s Sevens Head Coach (June 2011 – Present)
· Lehigh University Women’s Rugby Head Coach (Sept 2009 – Sept 2010)
· Muhlenberg College Women’s Rugby Head Coach (Sept 2006 – Sept 2009)

