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1005 S Jamaica Street, Apt 201
720-474-1775
Aurora, CO  80012
mlaree13@yahoo.com
SUMMARY

Accounting professional with extensive experience in business, strong leadership, communicates well with executives, staff, clients, and vendors.  Proven abilities to work in high-pressured environments.  Proficient in computer applications using Power Point, Microsoft Word, Excel,  NOVAR, Oracle, People Soft, Brio, SAP, Imagenow.    

Key strengths:

	· Accruals, Deferrals and the Adjusted Trial Balance

· Correction of Accounting Errors

· Bank Reconciliation

· Inventory/Job Cost/Payroll 

· Financial Reporting/Analysis/Budget Prep

· Purchase Card 
· Personal Training/ Review

· Account coding for payment of invoices


	· Project Management

· Policies/Procedures

· Advanced Microsoft Excel

· Problem Solving

· Organization

· Excellent Communication Skills

· Fleet Management

· Credit Check

· Training


PROFESSIONAL EXPERIENCE

Performance Food Group
2008 – 2011
Accounts Payable Analyst II 

Responsible for managing, processing, and preparing Non PO AP invoices and expense reports 
· Improved standards of Accounts Payable processes by developing a step-by-step procedure for department use

· Researched and made recommendation to management who implemented invoice processing system

· Processing invoices and expense report for payment

· Training employees on operating systems
Comcast Spotlight - Denver, CO
2000 - 2008
Accounting Specialist




Responsible for authorizing, managing, processing, and preparing AP invoices, expense report, fleet specialist, purchase card processing, end of the month accruals, account reconciliation, pacing reports, and end of month reporting  
· Processing and coding invoices and expense reports for payment

· Improved standards of Accounts Payable processes by developing a step-by-step manual for department use

· Researched and made recommendation to management who implemented invoice processing system
· Made recommendation to management who implemented a policy and procedures for safe guarding client credit card authorizations

· Improved processes for fleet management
· Consolidated office leases, copier leases, and inventory 

· Ran credit checks to approve vendor

· Assisting with receptionist responsibilities

Onsite Temporary Agency – Denver, CO





      2000 – 2000
Voicestream

Coordinator
· Various temporary coordinator responsibilities including Project Management, Job Biding, Purchasing and processing cellular site planes….

EDUCATION

TH Pickens Technical School– Aurora, CO
Metropolitan State College of Denver- Denver, CO
