KATHY KADAVY
 (970) 227-6936  katkad@msn.com

Intermediate-level Accountant who is highly motivated, loyal, and reliable, with a superior work ethic.  Proficient and/or extensive knowledge of MS Excel, Word, Outlook, and several Accounting software packages; ability to quickly learn and implement new Accounting software.  Strong attention to detail and analytical skills; resourceful.  Personable yet always respectful of confidentiality requirements.  Flexible and able to keep a sense of humor under pressure.  Eager to learn and evolve in my career within a collaborative team.  Successful with meeting deadlines and “going the extra mile”.  Proven excellent verbal and written communication skills. Currently seeking long-term employment with a solid organization.

Education: 
       B.S. in Business Administration with concentration in Accounting, Colorado State University, Fort Collins, CO.
        Graduation: August, 2003.

Special Skills and Training:
       Microsoft Office Suite, Quickbooks, SAP, Wise, Assure, Peachtree, Ajera, Great Plains, MAS90, LaCerte Tax, 
       Pensoft, ATB Write-Up, Filemaker, Outlook, Internet, Adobe, Open Text.

Relevant Work Experience:

Accounting Clerk, Shared Services, Woodward, Inc., Fort Collins, CO.						(2016-2018)
• For 2 company plants, processed PO invoices using 3-way match, non PO’s, payments via ACH, checks & wires.
[bookmark: _GoBack]   Entered data, provided customer service, resolved invoice issues, monitored A/P general email inbox.	

Bookkeeper, Pollock Tax & Accounting, LLP, Fort Collins, CO.							(2015-2016)
• In Quickbooks, performed monthly, quarterly and annual bookkeeping tasks and bank recs for various clients.
   Entered and processed client payroll data; paid related taxes.  Electronically filed source documents, reports
   and prepared client letter for communicating payroll outcome.  Reconciled client payroll taxes on a qtrly basis.
Export Declarations Auditor, Advanced Energy, Inc., via Aerotek, Fort Collins, CO.				(2014-2015)
• Utilized SAP software while researching and correcting errors in shipping transactions by comparing 
    original source documents with corresponding Electronic Export Info (EEI) per U.S. regulatory guidelines, 
    made corrections to the EEI using AESDirect website, researched and acted as liason between USPPI and the
    authorized or forwarding agent, created new files in preparation for company elected government audit.
Accounts Payable Clerk, Burgener/Transpro Trucking Inc., via Manpower, Fort Collins, CO.			(2014)
• Implemented approval process for invoices, updated vendor database, reconciled employee credit card
    accounts, communicated with vendors, entered and paid invoices.
Senior Customer Service Representative, First National Bank of Omaha, Loveland, CO.				(2013-2014)
• Completed required training, analyzed and resolved bank customer issues via banking software, met and/or
   exceeded adherence and CRM (Customer Relationship Management) requirements.
Seasonal Tax Preparer, Jackson Hewitt Tax Services, Loveland, CO.						(2013)
• Completed required training, provided confidential tax preparation (individual) and customer service.
Staff Accountant, Colorado Groundwater Resource Services, Inc., Fort Collins, CO.				(2010-2012)
• Processed ADP bi-weekly payroll, accounts receivable, accounts payable, credit card reconciliations, 1099-misc.,
   back-up for phones, electronic filing, employee reimbursements, check requests.
Staff Accountant, Cermak Peterka Peterson Wind Engineering & Air Quality Consultants, Fort Collins, CO.		(2005-2009)
• Processed bi-weekly payroll for 90 employees, calculated and paid bi-weekly, quarterly and year-end payroll
   taxes, performed all functions of accounts receivable and accounts payable, audited and paid employee expense
   reimbursements, calculated and paid sales/use taxes, reconciled bank and credit card accounts, prepared 1099-
   Int., prepared and posted journal entries, generated various reports in relation to financials and job costing, 
   joined HR Manager, CEO and Project Managers on various projects.

