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SUMMARY: 
More than 8 years of progressive accounting and administrative experience including O&G and    Revenue. 
      9 years of combined AP/AR and full cycle accounting experience including JIB/Royalties.
      Payroll and human resources experience.
      Over 7 years training in management of numerous employees.
      Over 5 years of staffing/HR experience.
      5 years in payroll including Davis Bacon, garnishments, taxes.
Programs Used: Excel, Word, Outlook, Solomon, Quick books, FAS, Capex, Great Plains, PowerPoint, Lab Pro 2000, CPR+, Mass 500, Doc Link, CAT, Oraclell1, fieldscape, MLS, AS400, Short sale commander, equator.
EDUCATION: 
    Francis Tuttle Community College- Accounting 

    Fred Pryor- Tax Accounting/Sales and Use
    Kaplan University- Business and Real Estate

EXPERIENCE: 

Ever Thine LLC- April 2012- June 2013 
· Management –Management of office, employees and tasks.

· Accounting- Oversee all AR/AP, payroll, invoicing, billing as well as 1099 for current and past employees. Bank account reconciling, Recording of all cash receipts and live checks.
· Customer service- Provide excellent customer service at all times to vendors, clients.

· Contracts-Completing and submitting contracts and counter proposals on behalf of clients.

· Short sale contracts and assistance- Produce, underwrite, scan and QC all contracts for SSA.

· Short Sale negotiation- Communicate and negotiate with banks on short sales.
The Comex Group December10- April 2012
AP Manager
· Account Payable Management -Manage numerous vendors in regards to all there AP needs for Kwal paint and create and foster a productive AP team consisting of 12 others.
· AP Resolution- Address all requests/issues sent to the AP Payment Requests inbox as well as research payment issues as they arise from vendors.
· Accounts payable-Input and verify all invoices for raw materials, wall coverings, inventory, sundries, and inner company transactions.  Validation of payment status, stop pays and ACH pull-backs and transactions.
· Cash receipts transactions-prepare manual wire packages, daily recording of all cash receipts, live checks and lockbox.
· Customer service- provide excellent customer service at all  times to vendors, clients via phone and email.
· Account Reconciliation- Reconcile all accounts by month end ensuring all invoices are accounted for as well as create a positive pay analysis for upper management.
· Tax accounting assistance- Helped in the 1099 process for all companies.
· Check Preparation-Prepare special handling checks and communicate with vendors on delivery status. Create all Void/Reissue checks and Perform research on check ledger in conjunction with Positive Pay analysis. Verify Check run accuracy.
LPS  Lender processing services Sept 08- March 10 
Vendor recon accounting

· Vendor Reconciliations- Compile hundreds of spreadsheets from vendors against oracle to what invoices were outstanding and paid. Daily communication with vendors in regards to their records versus ours. 
· Spread sheet recon - Work extensively with upper management to reconcile into spreadsheets for month end all past due accounts for vendors, denials of payments for vendors while ensuring vendor satisfaction.
· Void/reissue of checks- Research payment history using 3 databases of information. Complete check void requests and reissue requests into database for management.
· Debit/ credit Memo issue- Compile all data on reconciliation at month end for the credit/ debit memo to be issued.
· Work order processor- Review work orders from contractors to ensure work is completed to preserve the property.
· Backup for Tier 2- Prepare morning reports for all of prop pres and train with tier 2 to learn all functions such as on hold reports, evictions, management of employees, and assist on various projects as required.
· Billing- Billing of work orders to ensure clients are billed accurately and contractors are paid in a timely matter.

Stinger Wellhead Oil and Gas March 2007- August 2008  
AP/AR Accounting Supervisor
· AR/AP-Supervision of all full cycle Accounts payable/ accounts receivable.
· Tax reporting: oversee all tax reporting including 1099 prep and process, sales and use and any others to ensure SOX compliance.
· Month end- creating journal entries, eom reports, balancing ar/ap, update FAS with new assets and depreciations, Sales and use taxes.
· Inner company journal entries- moving balanced entries from one account to another.
· Posting- releasing batches of invoices for payment and collections as well as recording lockbox and wire payments.
· Special inquiries- Respond to all inquiry’s regarding special projects such as joint interest/royalties. 

· Collections- oversee all collections.
· Expense reports- monitor over 500 company credit cards and complete coding to accounts by end of month to create a journal entry.

· Sales and use tax- set up new counties as well as calculate taxes for ap.

· Auditing- ensure all documents were compliant for Sox guidelines.
· System conversion: assisted IT dept in system conversion as well as corrected any duplicate invoices, billings, vendors that occurred while system conversion was taking place. 
Carter Health Care May 2006-March2007

Corporate receptionist accounting assistant

Labor Ready, Inc. 2002-2005

Branch manager

