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Experience:
Miramont Family Medicine						December 2014 - Present
Accounts Payable Specialist
      Duties include:				
· Accounts Payable for five medical clinics
· Coding and entering invoices into Quickbooks
· Matching invoices to purchase orders, and investigating any discrepancies
· Ensuring timely payments to vendors
· Cultivating good working relationships with vendors
· Some Accounts Receivable duties : invoicing tenants, collecting and posting rent payments
· Balancing and entering day to day clinic transactions into Quickbooks
· Preparing daily deposits of cash and insurance payments
· Reconciling bank accounts and credit card statements
· Preparing and filing business personal and commercial property tax schedules
· Ordering and managing office supplies

	
	

	Holiday Inn – Estes Park, CO
	January 2004 – May 2009

	Accounts Payable / Payroll
	

	Duties included:
	· Verifying receipt of merchandise or services for all invoices

	
	· Coding invoices for eight departments and enter them using JD Edwards/SAP accounting software

	
	· Paying vendors in a timely manner

	
	· Reconciling bank statements to assure account accuracy

	
	· Investigating any discrepancies with vendors and resolving disputes

	
	· Scanning all invoices to disc

	
	· Maintaining accurate records of all disbursements

	
	· Assisting management by providing necessary documentation for budgeting

	
	· Confirming daily sales and balancing against daily receipts

	
	· Preparing and depositing daily cash deposits

	
	· Managing paid sick, holiday and vacation time for all full-time employees

	
	· Set up, manage, and terminate all employees in the JD Edwards/SAP system

	
	· Overseeing collection and payment of garnishments

	
	· Entering and balancing payroll for 150 employees in JD Edwards/SAP system on a bi-weekly basis

	
	

	
	






	
Arnold Advertising – Milwaukee, WI
	June 2000 – September 2001

	Data Entry Coordinator
	

	Duties included:
	· Entering all McDonalds and Volkswagen radio and television spot invoices monthly

	
	· Rectifying any discrepancies with billing and invoices

	
	· Ensuring a timely payment of invoices

	
	

	
	

	Dunhill Staffing – Briggs & Stratton – Milwaukee, WI
	July 1998 – April 1999

	Dealer Records Clerk
	

	Duties Included:
	· Updating and maintaining dealer records database

	
	· Processing dealer applications

	
	· Entering orders in an SAP R3 system

	
	· Maintaining microfiche library

	
	· Filling microfiche orders

	Education:
	

	Front Range Community College
	·  Accounting Certificate (2009)





	
	

	
	



