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	Objective
	
To further my career in the accounts payable and administrative field, and to utilize my experience and knowledge to maintain the highest level of performance.

	Experience
	Accounts Payable Coordinator
04/2011 - Present                Century Communities                                   Greenwood Village, CO
Full cycle Accounts Payable. Coding and entering invoices into Newstar builder software for 2 different entities, submitting cash proposals and performing weekly check runs.
Providing extensive support to internal and external customers, including contractors, construction and all internal office staff.
Troubleshooting, researching and resolving issues for internal and external customers


	
	Accounts Payable Specialist
03/2009 – 11/2010                Renewable Energy Systems, Inc                      Broomfield, CO
Full cycle Accounts Payable. Coding and entering invoices into Agresso software, submitting cash proposals and performing weekly check runs.
[bookmark: _GoBack]Providing support to internal and external customers, including contractors, construction and staff accountants.
Troubleshooting and resolving issues for internal and external customers


	
	Construction/Accounting Coordinator
06/2006 – 11/2008            Biltmore Homes                                                   Scottsdale, AZ
Startup company with Co-President of Hallcraft Homes.
Full cycle Accounts Payable and insurance maintenance using Newstar builder software.
Purchasing and Contract Administration. Participate in bidding, negotiation and awarding of contracts.
Created and maintained database of all products, trade partners, and house costs. Also created and issued Contract and Field Purchase Orders. 
Assist Project Manager in maintenance and ordering of all community plans.
Create and maintain Subdivision Project and Pricing Book.
General office administration, supply ordering, maintaining monthly budget for office expenses.
Assist Sales Team in processing of Sales Contracts and creation of lot files.

	
	Construction Coordinator/Customer Service
09/2005 – 06/2006           Hallcraft Homes                                                Fountain Hills, AZ
Purchasing and Contract Administration. Participated in bidding, negotiation and awarding of contracts.
Created and facilitated signing and completion of all Trade Contract Agreements. Also created and maintained all trade partner contract files.
Assisted Purchasing Agent in creating database and Purchase Orders using Timberline/Builder MT software.
Maintained all Customer Service and Warranty requests using Punchlist Manager software. Distributed requests and performed daily follow-up with Field Customer Service Managers.
Created weekly Warranty reports for Director of Construction.
Created and maintained all Customer Service and Warranty lot files.



	
	

Assistant Bookkeeper/Project Administrator
03/2002 – 09/2005               Toll Brothers, Inc                                                  Scottsdale, AZ
Started with company as Assistant Bookkeeper, handled A/P for division office using JD Edwards software. Processed employee expense reports and maintained trade insurance for Arizona and California divisions. Processed sales contracts for both divisions. Also reconciled all division bank accounts monthly. Maintained all accounts related to Permitting and Municipalities.
Transferred to new community as a Project Administrator.  Performed Accounts Payable and Insurance maintenance for individual community. 
Created and maintained all lot files, ensuring that all Starts, Amendments, and Sales Contract information was correct and current.
Issued and tracked all Field Purchase Orders.


	Education
	
	1998
1994 -1997
1993
	
Westwood College of Technology
Scottsdale Community College
Coronado High School (Graduated)
	
Westminster, Co
Scottsdale, Az
Scottsdale, Az




	References
	

References available upon request.



