	Jaclyn Mausbach


450 Woodson Dr. Erie, CO 80516 • Cell – 720-261-5398 • jmausbach@comcast.net
PROFESSIONAL EXPERIENCE

	JACAM Chemicals, LLC, Sterling, KS – Accountant
	2005 - 2010


· Download daily bank transactions for the company’s main operating accounts via the internet through multiple bank websites; export in spreadsheet (CSV) format
· Prepare daily check, ACH and credit card deposits for multiple bank accounts and apply cash to the customers account

· Maintain Excel spreadsheets on a daily basis for multiple bank accounts recording deposits and disbursement amounts
· Determine daily cash position and transfer funds to various money market accounts upon approval
· Manage daily cash flow report in Excel and distribute to management
· Schedule electronic payments for sales tax, vehicle and building loans, Fleet fuel bill, payroll, insurance and benefits

· Manage the Fleet fuel cards activity through the provider website to request new cards, cancel cards, make cardholder changes and reconcile transactions

· Review the AR aging report to reconcile unpaid balances; make collection calls when necessary
· Review credit applications & verify credit references to set up new customer accounts
· Manage daily GL release and posting of the AP and AR module
· Prepare and post monthly journal entries
· Prepare and process monthly multi-state sales and use tax returns
· Reconcile AP and AR balances to prepare for month-end close
· Assist the controller with the month end closing process and preparing financial statements

· Team member on Process Pro software conversion project in 2007

	Sprint – Corporate, Overland Park, KS – Accounts Payable Analyst
	2000 - 2005


· Coded and entered invoices into PeopleSoft

· Maintained vendor database including set up and maintenance of vendor records
· Processed weekly check run and scheduled vendor electronic payments when approval was given
· Responded to vendors and associates invoice questions via email and helpdesk line

· Trained vendors and associates to generate AP reports, assisted them with research and reconciliation

· Maintained Purchasing card payment reconciliation on a monthly basis
· Processed journal entries for month-end close as assigned

· Managed successful implementation of the Purchasing card invoice scanning process to the Livelink system

· Assisted with the implementation of the Purchasing card to the new merchant platform

· Team member on the PeopleSoft 8.4 upgrade project
· Managed projects assigned for process improvements

EDUCATION
	Johnson County Community College, Overland Park, KS
	1996 – 1998

	Bachelor of Science in Business Degree 

University of Phoenix, Denver, Colorado
	May, 2012 
(Projected Graduation Date)


SKILLS

	· PeopleSoft Oracle accounting software
	· Strong research & reconciliation skills

	· Process Pro ERP accounting software
	· Working knowledge and application of GAAP

	· Proficient in MS Office Products (Access, Excel, Power Point, Word)
	· Ability and willingness to learn things quickly


	

	



