						       RESUME
McNally, Barbara J
9667 W. 75th Way
Arvada, CO  80005
(970) 596-0369

Employment History: 02/1997 to 09/2013
WICK Communications dba Montrose Daily Press
A/R Supervisor/Business Office Assistant
·  Verify/Take Deposits to bank for all departments
· Maintain and balance Cash Receipts and Running Bank Balance on Excel spreadsheets.
· Cash Transfers to home office weekly
· Data entry of all main advertising orders/payments/adjustments to customers accounts
· Update all Corporate Accounting reports: Mid-Month/Sales Commission Reports/Monthly Analysis Report/Sales Report/Sales Projections/90-120 day Aging/Special Editions Report.
· Oversee and process all end-of-month billing procedures and reports
· Notorize legal documents
· Credit Application processing
· Develop and pursue Collection policies and process
· Approve Accounts Payable Invoices for payment from home office.
· Help with Payroll process biweekly
MONTROSE DAILY PRESS: 5/1988 to 2/1997 (Applied for same position after buy-out of newspaper)
Business Office Assistant/ Classified Ad Manager/ Circulation Assistant
· Data Entry for advertising in the newspaper.
· Daily Cash Deposits
· Month-end billing
· Process Classifieds Ads and set up pages to for print.
· Process Subscriptions
· Receptionist duties.
· Train new employees
WAL-MART: 3/2011 to 5/2013
People Greeter/Deli Assistant
·  Work PT evenings greeting customers at front door. 
·  Deli - Help slice meat/cheese for customers.  Sell Deli foods to customers. Clean department at closing. 

Various Positions 1982-1988
· Seamstress-Montrose Decorating Center – 1986-1988
· Baker/Assistant – Camp ID-RA-HA-JE – 1985-1986
· Substitute Cook- Deer Creek Elementary School -1985-1986
· Pieceworker-Cornfield Creations & various other – 1983-1985
· Cook -Geneva Glen Preschool – 1982-1983

PUBLIC SERVICE CO OF COLORADO (XCEL ENERGY): 1969 to 1977
Mail Clerk/Accounting Clerk/Typist/Secretary/Workmen’s Compensation Clerk
· Delivering and separating mail.
· General Accounting Department typing checks daily
· Typed correspondence, took dictation, answered phones.
· Receptionist work, kept files in order and active an all Workmen’s Compensation Claims
· Calculated all payments for employee’s claims.


						       

