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Experience:



Loveland, CO 80538
970-424-2262
melaniegriffin0130@gmail.com

             September 2022 – Present  Neuworks Mechanical	Fort Collins, CO

Senior Accountant
Responsible for all financial reporting to owner and business consultants
Full financial controller for all monies in and out of business
Full Cycle Construction Accounting Specialist
Assist in new ideas for business growth and development Process Change Orders and associated change order billing    AIA monthly billing
Weekly job costing and WIP reporting
Prepare and Reconcile all General Ledger Accounting Transactions
Prepare bank deposits, reconcile business checking accounts, savings accounts, and credit cards, lines of credit
Maintain accurate records of all material ordered and stock inventory 
Oversee, Advise and Lead the Accounting and HR Departments
Monthly Accounts Receivable Preparation, billing and  Collections
Back up for weekly payroll and taxes Assistant to Owner - any task required
Negotiate, acquire and renewal of all Insurances, surety bonds
Oversee and ensure preparation of  1099 forms for subcontractors at the end of the year
Assist End of Year CPA with tax return information for the business and owner 
Establish and Maintain Process, Procedure and Controls for Accounting and Administrative Departments
Assist in New Hire Onboarding Process
Negotiate and Maintain Employee Benefits
Conflict Resolution Contact for employees Onsite Compliance Resource
Certified Payroll/Davis Bacon Professional

March 2021 – September 2022     Integrity Iron	Commerce City, CO

Finance & Administration Manager
Responsible for all financial reporting to owner and business consultants. Full financial controller for all monies in and out of business
Assist in new ideas for business growth and development Process Change Orders and associated change order billing    AIA monthly billing
Weekly job costing and WIP reporting
Recording of all expenses/receipts into Accounting Software
Prepare bank deposits, reconcile business checking accounts, savings accounts, and credit cards, lines of credit
Maintain accurate records of all material ordered and stock inventory Preparation and recording of payments to vendors and subcontractors, utilizing 3-way matching system
Accounts Receivable and Collections
Prepare payroll and payroll taxes Assistant to Owner - any task required
Maintain fleet automobile records, insurance, maintenance, licensing and all stock associated with vehicles and drivers
DOT Compliance Reporting Safety Compliance Administrator
Prepare 1099 forms for subcontractors/employees at the end of the year
Assist End of Year CPA with tax return information for the business and owner Answer all incoming calls from vendors and clients, main point of contact for all customer and vendor relations
Responsible for job postings and recruitment of new employees New Hire Onboarding Process
Maintain Employee Benefits
Conflict Resolution Contact for employees Onsite Compliance Resource
Certified Payroll/Davis Bacon Wages Weekly Reporting






May 2019 – March 2021  Coal Creek Excavation	Erie, CO

Accounting & Office Manager/Human Resources

Record daily bills of sale, entering materials, labor and tax into Quickbooks Recording of all expenses/receipts into Quickbooks
Prepare bank deposits, reconcile business checking accounts, savings accounts, and credit cards
Maintain accurate records of all material ordered and stock inventory Preparation and recording of payments to vendors and subcontractors, utilizing 3-way matching system
Prepare payroll and payroll taxes.
Maintain fleet automobile records, insurance, maintenance, licensing and all stock associated with vehicles and drivers
Calculate and pay quarterly sales tax for State, County and City Prepare 1099 forms for subcontractors/employees at the end of the year
Assist End of Year CPA with tax return information for the business and owner Answer all incoming calls from customers, take appointments, main point of contact for all customer relations
New Hire Onboarding Process Maintain Employee Benefits




June 2015 – May 2019	Red Line Heating and Cooling	Loveland, CO

Office Manager/Human Resources/Bookkeeper
Record daily bills of sale, entering materials, labor and tax into Quickbooks Recording of all expenses/receipts into Quickbooks
Prepare bank deposits, reconcile business checking accounts, savings accounts, and credit cards
Maintain accurate records of all material ordered and stock inventory Preparation and recording of payments to vendors and subcontractors, utilizing 3-way matching system
Prepare payroll and payroll taxes.
Maintain fleet automobile records, insurance, maintenance, licensing and all stock associated with vehicles and drivers
Calculate and pay quarterly sales tax for State, County and City Prepare 1099 forms for subcontractors/employees at the end of the year
Assist main Accountant with tax return information for the business and owner Answer all incoming calls from customers, take appointments, main point of contact for all customer relations
Prepare service orders for service technicians, estimators, and salesman. Dispatching daily of service technicians, maintain customer base and schedule


May 2004- June 2015	Red Line Performance	Loveland, CO

  Manager/Bookkeeper
Record daily bills of sale, entering materials, labor and tax into excel spreadsheets Recording of all expenses/receipts into spreadsheets
Prepare bank deposits, reconcile business checking account
Spreadsheet documentation of business draws from checking account to owner Preparation and recording of payments to vendors and subcontractors, utilizing 3-way matching system
Prepare payroll and payroll taxes. Make payroll taxes online to Department of Revenue and State tax
Calculate and pay quarterly sales tax for State of Colorado and City of Loveland Prepare 1099 forms for subcontractors at the end of the year
Prepare and submit tax return information for the business and owner



June 2000-Aug. 2008	Country Junction	Loveland, CO

Shift Manager/Waitress
Supervise daily operations, ensure quality customer service Responsible for scheduling and payroll
Supervise crew of 10 

