Susan R. Knight									     303-816-9773
303-817-1112 Cell
jpsousan@gmail.com
PROFESSIONAL EXPERIENCE:
LAC - Group, Denver, CO	12/12/12 - Present
Law Firm and Professional Staffing Agency
•	Accepted various temporary assignments within the Legal, Accounting, and Administrative fields
•	Experience with Insurance Defense E-Billing
•	Extensive experience with Tabs3 Accounts Payable Module

AGEISS Inc, Evergreen, CO                                                                       10/29/12 - 12/11/12
Assistant III, Temporary Position
•	Brought in primarily to convert employee resumes into usable Word documents for inclusion in Deltek Vision 	Program
•	Update employee and project information in Vision.

Barnhart, Ekker & McNally, LLP, Englewood, CO                                  	   9/18/98 - 11/30/09
Legal Administrator/Full Charge Bookkeeper
•	Performed accounting functions through Financial Statements utilizing CYMA 4 Financial Management System and Tabs3 for client billing; monthly preparation of Financial Statements and various cash activity reports. 
•	Year-end reconciliation of all accounts for presentation to accountant for preparation of tax return. 
•	Researched, compared, purchased, and installed various computer programs when needed. 
•	Liaison with outside IT company. 
•	Performed conversion from manual check writing system with DOS accounting program to present advanced CYMA 4 accounting program. 
•	Trouble-shot computer problems and all office equipment problems.  Researched, compared, and negotiated leases for office equipment.  
•	Obtained quotes for all insurance coverage including health, disability, business owners, worker’s compensation, professional liability, and employment practice; arrange leasing for same when required. 
•	Handled payroll and payroll taxes with ADP. 
•	Tracked personnel vacation and sick days. 
•	Point of contact for third party 401(k) administrator and 401(K) provider; provided quarterly census’ for annual Form 5500 and employer’s contribution calculation.
•	Handled intake calls as first contact and prepared summaries for attorneys.
•	Designed, created, and submitted firm announcements and advertisements for inclusion in trade journals.

Bader, Villanueva & Feder, PC, Denver, CO                                               1/21/86 - 9/18/98
Full Charge Bookkeeper/Office Manager
•	Full charge bookkeeping including Accounts Receivable, Account Payable, Cash Receipts, General Ledger utilizing Decmate and Time slips for hourly and contingency billing. Accounting was done using the one-write system. 
•	Negotiated all equipment leases and all insurance including health, disability, professional liability. 
•	Managed employee benefits, 401(k), sick/vacation time; hired part-time help; provided extensive telephone coverage.

EDUCATION:
Washington University, St. Louis, Missouri- Coursework in Computer Science, Mathematics, Logic
Metro State College, Denver, CO, Principles of Accounting for Business Majors Coursework

SKILLS:
Proficiency in Word, Outlook, WordPerfect, Timeslips, Tabs, Excel, Abacus for Statutes of Limitation reports, typing tested at 74 wpm, 10-key by touch 10340 kph, knowledge of Quickbooks, heavy duty scanning and copying, answering phones, filing, teaching computer finesses to staff, occasionally working with LexisNexis, e-Filing, Westlaw Beginner Deltek Vision.


Member Association of Legal Administrators 2010(ALA)
Colorado Notary Public  1994 - 2010
National Merit Scholarship Letter of Commendation
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