Nicole Hix 
10728 Ogden St
Northglenn, CO 80233
Mobile: 720-298-1276
nicolemhix@hotmail.com
 
SUMMARY OF QUALIFICATIONS’

  JD Edwards/AS400, People Soft, Oracle 11i Financials, Microsoft Dynamics, Lawson, Remedy, Enterprise One, Epicor Enterprise 7.3, Quickbooks
  12,000 kph 10-key

  7400 kph Alpha Numeric

  High Volume Entry

( Management of up to 8 employees’

EXPERIENCE

Health Inventures, LLC



Temporary Accounts Payable Staff Accountant
   2/2012 - Present
               Westminster, CO

Receive and code invoices, rent, utilities, and expenses for 5 different surgery centers. Manual entry of 2000 + invoices monthly, issue, and mail payments weekly and as needed.  Resolve any invoice issues.  Review statements monthly. Run month end AP reports.  Reconcile credit cards for corporate office.  Reconcile balance sheet, bank statement and issue financial statements for corporate office and CBO office monthly.  Do check deposits for corporate and CBO office, and ASC as needed. File all paid invoices.  IRS TIN match on all new vendor set ups.  Order check stock as needed.  Research past due invoices.  Receive, sort and distribute mail daily.  

MDC Holdings, Inc




Accounts Payable Specialist


 6/2011 – 1/2012

Denver, CO

Enter all construction, warranty, overhead, and utility invoices for the Utah division.  Communicate daily what trade partners were on lien hold with division.  Release payments as liens come in.  Answer emails and calls from division and trade partners.  Research payments.  Issue checks as needed and on assigned check run.  Void checks as needed.  Code invoices.  Perform peer audit as needed.  Manual entry of 2000 + invoices per month.  Run open report for Washington division weekly.  Help other divisions as needed.
Mental Health Partners
Accounting Clerk



2/2011 – 5/2011

Boulder, CO

Enter all Accounts Payable invoices into Microsoft Dynamics system.  Audit and enter all Travel and Expense reports.  Code and enter utility payments.  Enter in payroll garnishments and Section 125 reimbursements.  Set up new vendors.  Match and mail 150-200 checks per week.  Open and stamp mail daily.  Code invoices according to GL list for multiple companies.  Go through vendor statements.  Answer all incoming AP calls and emails.

KNN Financial Partners
Temporary Imaging Technician

5/2010 – 11/2010

Denver, CO

Temporary assignment for Noble Energy.  Scanned Oil and Gas Land Contracts.  Created new files for old contracts.  Performed any tasks set forth by client.
Adecco Staffing
Temporary Accounts Payable Clerk

5/2008  - 1/2010
               Westminster, CO

Temporary assignment for Corporate Express.  Accounts Payable Customer Service tier 2 position.  Input invoices.  Receive high call volume.  Respond to high e-mail volume. Work non – P.O. statements.   Perform any tasks set forth by client.

Catholic Health Initiative




Accounts Payable Customer Service

11/2007 - 4/2008

Englewood, CO

Answer incoming calls from both internal and external customers.  Resolve any A/P related questions.  Create Remedy tickets for all incoming calls.  Record general ledger entries for refund checks into Lawson.  Process invoices.  

Western Union Financial Services (Split from First Data Corp.)




Accounts Payable Specialist


10/2006 – 11/2007 
                Englewood, CO

Problem resolution of invoices starting with I-Z.  Contact end users for approval, coding, and new supplier set up.  Contact suppliers for information or to dispute invoices.  Answer accounts payable help desk phone and emails.  Plan most department activities.  Conduct Employee of the Month nominations, voting, and recognition.  Create “Job Well Done” certificates every month for employees’. 
First Data Corporation





Accounts Payable Specialist


12/2004 – 10/2006
               Greenwood Village, CO

Entered Purchase Card Orders invoices into Ariba Eworks system.  Deny or push invoices that are over the approved dollar amount.  Push into Oracle 11i for payment.  Peer audit batches for other employees'.  Researched holds and enter into Access database for purchasing department to resolve.  Contacted end users for correct General Ledger coding and update.  Change GL coding on fixed assets as directed.  Trained new specialists.  Prepared for Western Union split from First Data Corp.

 

EDUCATION
CSU Global 

 BS Accounting 



2013 - Estimated completion 2015
