Lisa Bateson
833 N. 4th St. Berthoud, CO 80513
Tel: (970) 820-8147
Email: lisabateson@aol.com



Objective: To obtain a position where I can utilize my education and work experience to build productive relationships with clients, partners and team members.

Relevant Qualifications

· [bookmark: _GoBack]Accounts Payable processing with 3-way match and costing
· Procurement - supplier research and selection, planning, price negotiation, inventory control and stores
· Cost accumulation methods and reports. Concepts and procedures including job order, process, standard, and direct cost systems, budgeting, planning, and control of costs.
· Project management and the application of processes to maintain the project scope and control costs.
· Technical writing experience in preparing presentations, memoranda, reports and maintaining spreadsheets.
· Accounting principles and practices within QuickBooks and NetSuite to include functions of integrated accounts payable, accounts receivable and invoicing.
· Knowledge of payroll accounting, federal and state employment laws and their effects on personnel and payroll records.
· Advanced PC applications to include Microsoft Excel, Word, Access and PowerPoint with an emphasis on solving business problems by manipulation of data from integrated software applications. 
· Administrative duties - reporting skills, advanced Microsoft Office skills, managing processes, organization, analyzing information, professionalism, problem solving, written and verbal communication.

Education

Front Range Community College, Fort Collins CO
AAS- Accounting
2013-2015
GPA: 3.22

Professional Experience

S&W Seed Co. – Longmont, CO								 2019-2020
						                   
Accounting Clerk

· Enter Vendor Bills for Payment in NetSuite
· File Documents electronically in NetSuite and SharePoint 
· Mail Vendor Payments


BMA America Inc. – Greeley, CO							                    2018-2019

Warehouse Manager (reporting to Purchasing and Logistics Manager)

· Conducted training of personnel on inventory control procedures and policy.
· Implement inventory control strategies and conduct inventory audits
· Utilize computer programs to track inventory and forecast inventory needs
· Provide Harmonized Tariff Codes to customs broker for incoming shipments
· Receive shipments and match stock receipts to purchase orders.
· Review orders to ship based on ship via, terms and delivery options and contact customer service with discrepancies
· Create delivery notes, invoices and pro-forma invoices when required.
· Prepare information and paperwork for international shipments


Bridge Diagnostics Inc. - Louisville, CO			 	                                                     2015-2018

Accounts associate (reporting to Accounting Manager)
· Responsible for the purchasing of materials, supplies, and/or equipment, and the follow through with vendors on shipment and delivery.
· Receiving and matching invoices with packing list and purchase orders
· Enter and upload invoices into system for payment
· Document control to include electronic and physical filing
· Reconciliation of credit cards and expenses utilizing Expense Wire and GSA per diem requirements
· Accounts payable
· Inventory control to include counts, adjustments and organization of parts
· Job and equipment costing
· Domestic and International shipping
· Receptionist

							
Interweave Press - Loveland, CO					 	                                            2010-2012

Lead Warehouse Specialist (reporting to Warehouse Manager)
· Ability to perform accurate and efficient word processing and data entry; and to learn internal computer applications
· Compiles, tabulates, verifies and records data in a computerized database. 
· Domestic and international shipping using multiple carriers including USPS
· Best in class inventory control utilizing company ERP software
· Receiving and stock management for 3rd party products
· Performs general bookkeeping duties including sale order invoicing.
· Responsible for maintaining, reviewing and verification of routine or specialized reports and records.
· Mail room coverage including sorting and delivery
· Author of shipping and receiving procedure manuals
· Skilled in operating office equipment including copiers, printers, calculators, fax machine and other related equipment.

Thompson Friction Welding/Kuka Robotics - West Midlands UK			                            2007-2009

Project Assistant/Accounts Payable
· Proficient with all aspects of accounts payable, general ledger transactions with a sound understanding of accounting principles.
· Administrator of subcontractor payroll, processing of timesheets and costing to specific projects.
· Accustomed to prioritizing work to achieve accounting deadlines.
· Preparation and processing sales orders through CIS.
· Create purchase orders and contact vendors.
· Organize details of itineraries, travel arrangements, meetings and expense reports.
· Manage calendars, arrange meetings, create contacts via Microsoft Office.
· Able to maintain confidentiality of sensitive data, files records and conversations.
· Provide customer service including welcoming visitors, receiving deliveries, and monitoring records of staff and visitors.

Sunrise Medical - Longmont Co							                            1998-2006

Facilities Specialist/Shipping & Receiving Supervisor
· The day to day management of a team of 12 – 15 Associates (team building, training, target setting, time & attendance, recruitment).
· Responsible for undertaking general facilities maintenance including the supervision of contractors.
· Responsible for global product shipping and receiving including direct liaison with customers and freight companies.
· Maintain appropriate records, performance statistics and perform general departmental administrative tasks.
· Provide general administrative support for Facilities manager including scheduled maintenance and inspection.
· Built and maintained excellent working relationships and good communication with manufacturing, customer service and finance teams.
· Scheduled meetings, prepared reports and presentation materials for operations management.
· Assisted in annual budget preparation and review.
· Maintained accurate departmental records including personnel training & safety, time & attendance, annual performance reviews, disciplinary actions. 
· Represented department at weekly management meetings presenting statistical performance data and any recommendations for team member corrective actions required.
· Trained receptionist/switchboard operator.
· Responsible for managing the internal and external company mail services. 




3

