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420 Hickory Street	Home: 303-284-5345	
Broomfield, Colorado 80020	Cell: 214-435-4253	

Summary of Qualifications:
  
	Audited migration of old accounting system to new, which captured over $3 million in errors.
	Handled the migration of four outdated accounting systems to modern systems with low error rate.
	Oversaw physical inventory on 60 sites worth $600 million with over 95% accuracy.
	Successful reconciliation of 4 interconnected bank accounts, which had been unreconciled for 2 years. 
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Experience:

Greenlee Sullivan P.C	Boulder, CO
Accounting Manager/HR	June 2011- July 2012
Manage all daily accounting operations for a 30-person law firm, execute all corporate accounting functions, including accounts payable, accounts receivable, payroll, 401k, and self-funded FSA. Prepare reports to summarize the firm’s current and projected financial position for management team based on an ever-changing business model. In addition, maintain various weekly, semimonthly, and monthly reports, as well as balance sheet, profit and loss statement, income statements, and G/L. Handle all Foreign Associate invoicing and currency conversion payments. Audit and compile attorney’s raw time sheet data and generate client billing. Prepare month-end and year-end closing documentation for tax preparation. Maintain five bank accounts including operations, two client-trust, payroll, savings, and 401K accounts full reconciliation. State and Federal reporting. Conduct audit and error reporting functions on accounting software suite, prepare procedural documentation. Plan, manage, and negotiate employee benefits program. Prepare and maintain all aspects of company payroll, assist shareholders in determining employee merit bonus structure and disbursement. 

Rochelle, McCullough, L.L.P.	Dallas, TX
Controller/Firm Administrator	Jul 2004 – Dec 2010
Managed the daily operations of a 20+person law firm, solely executed all daily, weekly, and monthly accounting operations to include accounts payable, accounts receivable, payroll, and 401k. Prepared and maintained monthly reports, balance sheet, profit and loss statement, income statements. Prepared reports to summarize current and projected company financial position for management team based on an ever-changing business model. Conducted monthly profitability analyses on all departments in order to drive the firm’s business model. Maintained operations, client trust, and tax escrow accounts, as well as monthly reconciliation. Planned and managed employee benefits program. Directly supervised employees, scheduled work hours, resolved conflicts, and determined salaries. Audited and compiled attorney’s raw time sheet data and generated client billing. Negotiated all service contracts, resolved property owner issues. 

Richardson Independent School District	Richardson, TX
Inventory and Fixed Assets Specialist	Oct 2001 - Jul 2004
Maintained over $600 Million worth of inventory and fixed assets in over 60 locations, to include capitalization, depreciation, and retirements. Planned and coordinated the movement of all assets within the District for the purposes of issuing, moving, and returning. Spearheaded the migration of both the "Inventory" and "Fixed Assets" modules into the Oracle ERP system and designing the Graphical User Interface. Collaborated with Project Managers to control the relevant accounting accuracy associated with different projects and directed weekly meetings regarding projects associated with Bond proceeds. Final approval authority with regards to Fixed Assets purchase orders and invoices. Coordinated and maintained all insurance claims with internal and external departments to process insurance claims associated with theft or damage of assets.
Superior Coffee of Hawaii	Honolulu, HI
Cost/Inventory Control Accountant	Feb 1997 - Jun 2000
Successfully managed all aspects of Cost Accounting as well as Inventory and Asset tracking for the largest commercial Kona coffee distributor in Hawaii. Collaborated with the CEO and CFO to construct and implement the company’s purchasing model. Continuously tracked the actual cost of products versus projected costs in order to maintain an accurate purchasing model and closely monitor coffee bean futures. Supervised monthly physical inventories to maintain accuracy in purchasing and control shrink. Controlled all coffee bean and raw material purchases, approved all bean contracts to include amounts and dates of delivery, and tracked all incoming raw material shipments to ensure that ever-growing sales forecasts could be met on time. Prepared monthly and weekly reports covering cost, gross margin, sales, and corporate monthly reports. Served as backup accountant for all other company accounting functions, including Accounts Payable, Accounts Receivable, Payroll, and others.

Barkley’s Pools	Augusta, GA
Accountant/Office Manager	Jan 1996 - Aug 1996
Directed daily operations of the accounting department to include accounts payable, accounts receivable, payroll, and Bi-weekly payroll tax. Prepared quarterly tax filing for both state and federal agencies. Maintained account records for payroll and operations, conducted bank reconciliation, and controlled three petty cash accounts. Supplied company owners with weekly and monthly financial reports. Lead weekly meetings with outside accounting firm for financial briefing. Supervised and managed the general office environment.

Skills:		Highly adept in the implementation and migration of accounting software systems including Six Accounting Software including: Oracle, TABS3, FourthShift, Omega, WinVantage and QuickBooks, ERP.
	Strongly skilled in legal time, billing, and financial software suites.
	Advanced knowledge of Microsoft Office applications with exceptional Excel abilities.
	Excellent communication, interpersonal and organizational skills.

Education:	Bachelors of Arts – Accounting 	
	Saint Leo University
	33701 State Road 52 
	Saint Leo, FL 33574-6665		
	
References:	Available Upon Request
