Kristina Moore

303-241-4076
kmoore069@comcast.net
Experience Summary___________________________________________________________________
Dedicated and process-oriented accounting team professional committed to quality work and customer satisfaction.

Comprehensive knowledge and insights into many facets of accounting practices, with an ability to learn quickly and

Increase productivity and efficiencies within a department.
Strengths:
· Accounts Receivable

· Accounts Payable Full Cycle


· Bank Reconciliation 

· Reconcile Accounts


· Income Statements

· Quarterly GST Taxes


· Credit Card Processing

· Monthly Non Resident Tax (Canada)


· Electronic Funds Transfers

· General Ledger Postings


· Conversion US: Canada

·  Month end Close
Professional Experience_______________________________________________________________

The Alternative Board, Westminster, Colorado




1999-2011
Accounting Specialist, July 1999 – January 2011






The Alternative Board® is a leading international provider of peer advisory and business coaching services to CEOs, presidents and business owners of privately held companies. In 2006, The Alternative Board was listed as one of the Denver Business Journal’s top 25 fastest growing companies in Colorado. 

· Oversaw quality control for Accounts Receivable within the department

· Prepared monthly bank reconciliation for six companies within the organization; each account was consistently balanced to the dollar every month 

· Prepared income statements for all US and Canadian accounts, electronic transfers and credit card processing of monthly membership fees
· Managed petty cash and cash receipts for the organization

· Processed checks for quarterly GST tax, Monthly non-resident tax and petty cash

· Handled conversions for the US dollar to Canadian when invoicing our Canadian Coaches

· Handled month-end close; balance all accounts and posted month end entries
· Created a reoccurring month-end general ledger entry, which allowed for monthly department efficiency
· Accounts Payable Full Cycle – Open Mail, Distribute for approval, Code  Invoices, Enter in Data base, Run checks and Mail out payments
· Accounts Receivable Full Cycle – Create Invoices for customers, Mail out for payment, Post payment, Collection calls and send out past dues letters
Education_____________________________________________________________________________
Community College of Denver Technical Education Center, Denver, CO
Accounting Clerk Certificate
Computer Skills_______________________________________________________________________

SalesLogix, ACT (CRM Systems), Windows XP, Microsoft Office Suite, MAS 200, PC Charge, 

10-key by touch (240), Internet research

