Debra Turner
Loveland CO  80537     |     debturner@hushmail.com

Summary
Accounting Clerk skilled in problem solving and maintaining accuracy. Possesses an insatiable drive to achieve and exceed goals.  Quality-focused and committed to approaching administrative tasks with tenacity and attention to detail.  Highly organized and meticulous Administrative Coordinator with experience in diverse environments.  Able to take on new responsibilities with minimal supervision.  Upholds high standard of integrity.

Skills

· Analytical
· Detail Oriented
· Organization 
· Dependable 
· Invoices/Payment Transactions
· Records Management
· Written and Verbal Communication
· Advanced Excel spreadsheet functions
· Proficient in MS Office, Outlook, Oracle NetSuite
· Experience in diverse accounting software


[bookmark: _GoBack]AP/AR Clerk               07/2015 to 04/2018  (seeking better opportunity)
Connective Systems and Supply, Loveland, CO
· Research and resolve accounts payable discrepancies and unpaid invoices.
· Reconcile vendor statements and handle payment inquiries.
· Research POD/pack lists when billing doesn’t match PO history.
· Enter Journal coded and PO number invoices into accounting system meeting EOM deadline.
· Monitor order acknowledgments and notify purchase order “owner” of any discrepancies.
· Request Tracking/ETA from vendors regarding shipments.
· Enter and apply deposits for Accounts Receivable.
· Generate customer invoices upon receipt of billing data.
· Prepare and send out customer monthly statements.

AP Clerk / Scanning Clerk               12/2011 to 03/2015  (laid off)
Dynamic Materials Corporation, Gunbarrel, CO 
· Research, track and resolve accounts payable problems.
· Match copies of purchase orders and pack lists with appropriate invoices.
· General accounting and clerical functions to support accounting personnel.
· Maintain historical records by scanning AP/AR documents to digital format/upload to database. 

AP Clerk / General Office Assistance               07/2008 to 11/2011  (temporary contract work)
Express Employment Services, Longmont, CO
Office Team, Boulder, CO
· Perform general Accounts Payable functions.
· Complete a wide array of clerical work, data entry, and front office management.
· Streamline filing systems to increase work efficiency.
· Prepare work schedules and enter payroll data for Electricians at small company.
· Edit and print contracts for Architect associates office.
· Assist with event planning and maintain registrant tracking system.



Administrative Coordinator               10/2000 to 09/2007  (laid off)
Storage Technology, Louisville, CO
· Enter billing data accurately and meet exact EOM deadline.
· Streamline department procedures to increase efficiency and productivity.
· Monitor work orders status and flag potential issues to be addressed.
· Coordinate, distribute and close work orders in timely fashion, log completions.
· Main liaison for computer hardware department.

High School Diploma:     Fort Morgan High, Fort Morgan, CO

	



     





