DOROTHY M. PRICE
5401 Fox Run Blvd.    Frederick, CO 80504
     Phone:  303-682-4048
Cell: 720-422-5453

E-Mail address:   dorothyprice@comcast.net
To: Hiring Manager
RE: Accounting/Bookkeeper Position 
Over the past 16 years, my professional experience has provided me with excellent knowledge and skills to accomplish the Accounting position. I am available immediately with a goal to have a stable career working in a friendly and open environment that I can expand and utilize my skills while expanding your company at the same time. 
While reading my resume you will find that my professional knowledge and skills has given me the ability to accomplish duties such as Accounting, Bookkeeping, Payroll, HR, HRIS, Office Manager, Administrative and Customer Service skills. 
My greatest skill is having the ability to help companies build policies and procedures which in turn has saved these companies several thousands of dollars. This also helped speed up the process in the Accounting and HR Departments. I have also helped companies start up in Quickbooks.

Another great skill that I have is the knowledge of operating several different software programs. I hold several Certifications regarding Accounting, Tax Preparation, Payroll and software packages, even a Certification as a Professional Bookkeeper with a Certification in QuickBooks.
I have worked in the Government, Construction, Manufacturing, Restaurant and Retail environments. I enjoy being able to accomplish a position with or without supervision. I am a very quick learner with a can do attitude and excellent organization skills. All of this with a negotiable pay rate of $22.00 per hour. 
Attached you will see my professional abilities to perform this position. 
Thank you for the consideration.

Sincerely,
Dorothy Price
Dorothy M. Price




303-682-4048 (H)        720-422-5453 (cell)  

E-Mail address: dorothyprice@comcast.net
Software:

Windows (XP, 7), MSOffice (Cert), MSWord (Cert), MS Excel (Cert), 10key(Touch), Explorer (Cert), Access (Cert), Outlook (Cert), Google Docs, PowerPoint (Cert), AS400, JDE, DacEasy, QuickBooks (Cert), Oracle, PeopleSoft (Cert), Chronicle, SAP, ViewPoint, ADP (Cert.) (E-Time, HRB, PCPW, EzLabor), Great Plains, Government (Cert),Kronos, Liberty Tax (Cert), E-Tax, Turbo Tax, Tax Act, COFRS (Cert), FDW (Cert),CARS (Cert), Parks, FPPA, 457 (403b), Money Purchase.

Accounting:

*Bookkeeping

* Human Resources
* Payroll

* Full Cycle A/P


*Tax Prep

* Reconciliation

* Sales & Use Tax
* EFT/NFS

* COD


* Billing
 

* Journal Entry's
* Auditing & Editing 

* Purchase Orders
* Collections

* General Ledgers
* MO End / YR End

* Vender contact
* Point of Sale CC 
* Financial Statements
* Fleet Management

* Cash Handling

* Cash Reconciliation
* Job Costing

* A/R


* Unemployment Tax
* Withholding Tax
* W-2
* 1099

*940 / 941

* Union


* Certified Payroll
* Davis Bacon

*Class for QB
*Retirements



Administrative:

* Receptionist 

* Awards 

* Inventory

* Job Description

* Memos 

* New Hire Packets
* Appointment Setting
* Mail

* Writing Correspondents

EDUCATION:

* Accounting and Business school of the Rockies: 10/11 Cert. Professional Bookkeeper 

* Colorado Ready Certificate 3/11

* Liberty Tax 1/2010  Certified 

* APA Membership 10/2008

* Oracle: PeopleSoft Training Certificate 2/08

* COFRS: Colorado Financial Reporting System Certificate 11/07

* CARS: Fleet Management Certificate 10/07

* QuickBooks. Certificate 11/2002

* USDA Graduate School: Government Pay Setting. Certificate 8/2002

* USDA Graduate School: Government Basic Employee Benefits. Certificate 6/2002

* Clemson University: Professional Development for Women. Certificate 6/2000

* Automatic Data Processing: Automated Payroll Processing (ADP) 7/1995

* T.H. Pitkens Vocational School: Data Entry.  Certificate 1988

* Gateway High: 1300 S. Sable Blvd  Aurora, CO 80011 Diploma

EXPERIENCE:

10/2013 – 4/14: Bookkeeper – Stone Creek Roofing 

QuickBooks, Chronicle, Excel, Word, Sales Tax, Deposits, Payroll, payroll taxes,W2’s, 1099’s, AR, AP, GL, Reconciliations, Credit Card Reconciliations, Checks, Expense Payments, Reports, Month End Year End, financials, budgets, PO’s, HR, fleet management, correspondents, Supplies, contract budgets, inventory, work in progress.
4/2012 to 4/2013:  Administrative Assistant- SWAC Fire District

Bookkeeping Quickbooks, Board meetings, posting of meetings, minutes, monthly financials, AP, Payroll (50) semimonthly. Retirements, 2 different pensions, Union, correspondents, surveys, payroll for 27 day cycle, 24/96, FLSA, Loans off the pension, garnishments, all benefits, mill levey, elections, budgeting, open enrollment, Pension Board meetings, minutes, postings, bank reconciling of 4 accounts monthly, petty cash, annual audits, credit card reconciliation, job costing. I set the company up on Quickbooks from scratch. Chart of accounts, direct deposits, pretax deductions, 403b, uniform allowance
10/11 to 6/12: Bookkeeper – Storjahan Trucking

QuickBooks, Excel, Word, Sales Tax, Deposits, AR, AP, GL, Reconciliations, Credit Card Reconciliations, Checks, Expense Payments, Reports, Month End Year End, correspondents, Supplies.

9/11 to 4/12: Bookkeeper/Personal Assistant – La Mariposa Restaurant

QuickBooks,  Excel, Word, Sales Tax, Deposits, AR, AP, GL, Cash Handling, Owners Personal Finances, Set up of new Restaurants, checks, Expense Payments, Reports, Month End Year End, correspondents, Supplies.

7/11 to 9/11: Accounting – Accountemps (Contract) 

Mount St. Vincent’s Home/School –Helping the Accounting Director with Budgeting and Financial statements for the company’s Year End and Audit. Also, provide support and back up to payroll (ADP)

04/11 to 5/11: Office Manager/Bookkeeper – Autocon Inc. Construction (Contract)

QuickBooks, Payroll, Certified Payroll, Journal Entry’s, Reconciliations, Credit Cards, ACH, EFTPS, AP, Expense Payments, Reports,  AR, Taxes, Unions, Job Cost, Phones, New Hire process, Human Resources, Benefits, 401k, Reports (P&L, Balance, Trial Balance) Month End, Year End, correspondents, 1099 and W2’s, cash handling.

01/2010 to 04/2010: Liberty Tax  -  Seasonal

Tax preparation, customer service and sales. Cash handling

06/2008 to 2/2009: Payroll Administrator – LPR Construction

Payroll Administrator – Hired permanently started in Oct. 2008 as a temp to hire. ViewPoint, GL, Acctg, Weekly payroll for about 496 employees, correspondents, reconciling and taxes. Managed 3-4 Field accountants, Certified payroll, paycards, ACH’s, garnishments, 401k.

