KRISTI L. HEUERTZ

1827 Eisenhower Dr. • Louisville, CO 80027 • 720-459-8665
kristiheuertz@gmail.com

EXPERIENCE:
CABLE TELEVISION LABORATORIES, INC., Louisville, CO
      2/2013 to Present

Temporary Accounting Clerk

· Audit vendor invoices and employee expense reports, follow up on discrepancies, set up new vendors, prepare A/P vouchers, input invoices/expense reports into Microsoft Great Plains, assemble weekly check run (match up checks with invoices), prepare checks for mailing, set up/maintain vendor files.
· Create sales invoices, data entry of cash receipts and bank transactions for non-customers, post deposits, filing of invoices and deposits, assist with Sales Deferral journal entries.
· Assist with account reconciliations in FileMaker Pro, update daily cash balance worksheet, assemble monthly Great Plains report books and payroll books.
· Audit employee timesheets in Tenrox and UltiPro, edit employee info in UltiPro (401k, FSA, job titles, supervisory reporting), verified/edited employee leave balances when setting up Replicon system, create patent checks in UltiPro, enter payroll deductions in FileMaker Pro, set up/maintain new employee files, assemble new employee handbooks.
CENTER FOR SCIENCE & TECHNOLOGY POLICY RESEARCH, 

UNIVERSITY OF COLORADO BOULDER, Boulder, CO

        1/2013 to 2/2013

Temporary Office Manager







        (6 weeks)

· Assist Center staff with research and preparation of documents.
· Greet Center visitors and direct them to appropriate staff.
· Assist with preparations for conferences/meetings within the University (room reservations and setup, A/V equipment setup, after hours building access, refreshments, assemble print materials).
· Coordinate with Facilities for building maintenance issues.
· Maintain office supply inventory and office copiers/fax.
UNITED AMERICAN INSURANCE COMPANY, McKinney, TX

  2008 to 2012

Data Entry Clerk

· Review and process new life insurance applications and life insurance claims.
· Process Medicare Part B and Medicaid claims.
· Input new customer leads.
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PRINCE OF PEACE CHRISTIAN SCHOOL, Carrollton, TX


  2000 to 2008
Teacher Assistant, 1st & 2nd grades
· Assist classroom teacher with daily lessons, including testing, grading papers, artwork, computer lab, reading groups, lunch/recess, special events, etc.
· Input student grades into computer.
· Make copies and assemble books for the classroom.

· Fill in for teacher when away; sub in other classrooms.
LEWISVILLE INDEPENDENT SCHOOL DISTRICT 

HEBRON HIGH SCHOOL, Carrollton, TX   




  1999 to 2000
Bookkeeper

· Manage yearly budget allotted to each department within the school.

· Prepare all purchase requisitions for the school, and track them to conclusion.

· Collect monies from school fundraisers, athletic events, yearbook sales, etc. for deposit; track club expenses.  

· Responsible for school petty cash fund.

· Manage school furniture/fixtures inventory and allottments to individual classrooms for this brand new school.
AVHAR SERVICES, INC., San Antonio, TX
 



  1995 to 1998

Office Manager

· Process semi-monthly multi-state payroll for 60 people; prepare purchase orders, invoices, payments, bank deposits; follow up with customers on delinquent payments; perform monthly bank reconciliations; prepare monthly/quarterly/yearly tax reports; prepare W-2’s and 1099’s.
· Support President/CEO in the preparation of new business proposals and standard quotations for customers; arrange meetings with clients and handle travel arrangements.
· Manage data control operations of Engineering documents and preparation of FAA reports.  

· Set up and maintain employee files, prepare offer letters, handle new hire paperwork.
· Serve as receptionist for the company-answer telephones, greet clients.
MARY KAY COSMETICS, INC.






  1992 to 1994

SOUTHWEST DISTRIBUTION CENTER, Dallas, TX

Data Services Clerk

· Review/input product orders for the entire U.S.

· Process all new beauty consultant applications for a nine-state area; create procedural manual for this function.
· Assist with in-house customer service sales counter.
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  1989 to 1991

LEGAL DIVISION, Addison, TX


Fee Bill Technician

· Review/process invoices from external law firms handling cases from the more than 150 failed financial institutions in the state.
· Assist with division payroll of approximately 65 people.

ZENO SYSTEMS, INC., Carrollton, TX





  1987 to 1989

Assistant to CFO and Controller
· Support the CFO and Controller with report preparations, meetings, travel arrangements.
· Accounting responsibilities include reconciling petty cash, data entry of accounts payable vouchers, assisting with preparation of annual budgets, and monthly financial reports for bank. 

· Sales administration duties include preparing weekly sales reports and maintaining in-house customer lead program.

SKILLS:

Typing 85 wpm

10-key by touch 14K kph

Microsoft Office (Word, Excel, Outlook, PowerPoint)

Quickbooks, Great Plains, UltiPro, FileMaker Pro
Highly organized, strong attention to detail, and confidentiality
