MELONIE KOCH
225 Dahlia St  Hudson, CO 80642  (719)404-1868  melonie.koch@yahoo.com


Objective: To find a supervisory position where my experience in problem solving and knowledge of accounts management and accounting practices can be applied.

Knowledge and Skills:
· Good time management, multi-tasking, presentation, and organization skills.
· Strong analytical thinking and problem solving abilities, including accounts payable & accounts receivable experience.
· [bookmark: _GoBack]Good computer skills, written and verbal communication skills.
· Willingness to learn and the ability to adapt quickly, experience with high volume processes.

Experience: 
TIC – The Industrial Company
Financial Analyst | Job Cost Financial Reporting Team, TIC
Full-Time, October 2012 to date
Responsibilities and achievements:
· Prepared Operations Report for TIC companies on a monthly/annual basis.
· Awards and Growth Report.
· Loss Job Journal Entries.
· Bonus Allocation Journal Entries.
· Month-End Closes.
· Reconciliations.
· Joint Venture Month End Journal Entries.
· Provide Audit Support for Internal Audits.
Accounts Payable | Corporate | Vendor Group, Shared Services, TIC
Full-Time, 2011-2012 
Responsibilities and achievements:
· Successfully prepared and filed 1099 taxes for all TIC companies for 2011.
· Initiated software corrections for numerous fields in SAP for accurate tax reporting.
· Put together vendor training presentation & present information to large groups.
· Found and worked to resolve process/software problems with making ACH/direct deposit payments.
· Process and post invoices, expense reports, & petty cash.
· Vendor set up & maintenance; including improving vendor clean-up & mass change processes.
· Check audits – Checks over $100,000.
· Year-end reports.
· Parked invoice reporting and tracking.
Dish Network Corporate Office
Operation Specialist | CMO/Chargeback Team | Corporate Office 
Full-Time, 2010
Responsibilities and achievements:
· Research chargeback cases.
· Review contracts.
· Prepare and submit lengthy chargeback dispute cases to banks/credit card companies.
· Successfully recover the funds on over 50% chargeback cases.
· Complete tasks with high demand and timeline pressures.
· Demonstrate strong analytical proficiency needed to ensure accuracy.
· Manage time, priorities, and schedule effectively, as well as being flexible during times of change.
SourceNet Solutions – a Division of BNY Mellon
Special Processes Associate | Special Processes Department | Accounts Payable,                  
Full-Time, 2007-2009
Honors: Received Values in Action Award for consistently demonstrating core company values through actions and exceeding expectations. 
Responsibilities and achievements:
· Accurate and timely processing (using document imaging software - Distiller) of over 3,000 complex legal invoices, purchase orders, and credit memos monthly.  Primarily within the accounts payable department. 
· Evaluating and developing business processes which increased productivity by 300% and decreased labor costs for the team (the team went from needing 9 people to only 3 people).  
· Track metrics for monthly reports/assume team lead role on a temporary basis, as needed.
· Trained co-workers on accounts and software new to them.
· Communications with both corporate clients and co-workers; develop memos and correspondence. 
· Act as an intermediary between corporate clients, managers, and immediate team.
· Researched and resolved issues with clients and vendors in order to improve quality of service.
· Performed quality audits. Provided feedback on tracking and audit results to improve business processes.
Texas A&M University 
MSC Catering – Catering Services Assistant, College Station, TX
Part-Time, Student position, 2005-2006 
Responsibilities and achievements:
· Assisted catering managers through direct customer service and coordination of catered events.
· Supervised the prep work, deliveries and set up of catered events.
· Follow up with customers; ensure customer service; ensure orders for events are filled accurate and timely.

Education and Training:  
· Bachelor of Science, Economics, Texas A&M University, College Station, TX.
· 10/2008 Government Contracting Compliance Certificate.
· 06/2009 - 07/2009 Basic and Advanced Anti-Money Laundering Certificates.
· Software: SAP, Kofax, STATA, SPSS, Microsoft Office 2007, Excel, Access, Visio, Outlook, Lotus Notes, MatLab, CSG/Rumba, Snag It, Catalyst, AutoCAD, Solidworks.
· Courses: Accounting, Financial Economics, Econometrics, Calculus, Statistics, Money and Banking.
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