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(316) 832-5802
helenreicher@gmail.com

EDUCATION				

Hutchinson Community College-Online 			Hutchinson, KS		     May 2012
	Associates of Arts in General Business

Ft. Hays University-Online					Ft. Hays, KS			     May 2013
	Bachelor of General Studies in Business and Communications
		Minor in Political Science
	
			      
WORK HISTORY

Foley Equipment				Park City, KS	                                                 2012-Present
          Bookkeeper I
· Track, code and enter expense reports for 340+ employees with company credit cards
· Request all proper documentation if missing
· Code and enter a variety of invoices
· Reconcile assigned accounts and deal with vendor inquires
· Track, code and enter all utilities for entire company including all 15+ locations 

Scribbles & Giggles Childcare		Wichita, KS					    2011-2012
	Part-time Bookkeeper
· Set-up QuickBooks online
· Enter all receipts and checks in to QuickBooks using correct bank account, account and class
· Balance all bank accounts
· Handle food care program paperwork and receipts 

Bowers Roofing/Bowers Landscape		Wichita, KS					    2008-2012
	Office Manager
· A/P and A/R using Quick Books 
· Answered multi-line phone and order supplies/materials
· Manage telemarketers and canvassers

Titan Employment 	Wichita, KS	                                                    2007-2008
	Accounts Payable Clerk
· Learned position with just two weeks training and no prior experience in A/P.
· Provided A/P for Wichita, El Dorado, Hays and Topeka branches plus for other company
· Paid out anywhere between 1.5 million and 2 million dollars’ worth of invoices per month
· Matched invoices to purchase orders of all parts clerks and salesmen at all locations.
· Posted invoices to correct G/L account.
· Paid invoices on time and by correct terms including printing and mailing checks.


A#1 Payday Loans 	Wichita, KS 					2003-2007
	Assistant Manager
· Started as a part-time position and lead to assistant manager until the closing of the location.
· Approved and renewed payday loans and cash checks
· Balanced the logs with cash register
· Responsible for all aspects of collections
· Generated all collection letters in Microsoft Word
· Created schedules and other documents as needed in Microsoft Excel
· Delegated duties and make sure they are carried out as instructed.
      
REFERENCES
Aaron Bowers			Owner Bowers Roofing/Landscaping		            (316) 655-4400
Misti Stephens			Scribble and Giggles Childcare Owner	            (316) 550-6150
Amanda Vornauf 		A#1 Payday Loans Owner			            (316) 295-0645


