
Michele Renee Rockafellow                                              
406 Cypress Street, Broomfield, Colorado 80020
(303) 748-6146
rockmitch@msn.com

EDUCATION:
Regis University – Bachelor of Science Degree
Accounting/Business Administration									05/90

Front Range Community College – Associate of Arts Degree
Accounting/Business Administration									06/86

Boulder Vo-Tech – Secretary/Word Processor Certificate						01/82

EMPLOYMENTS:

SCG Golf, Denver, CO							   		       02/13 - Present
  Bookkeeper
accounts receivable, accounts payable, general ledger reconciliation, bank reconciliation, journal entries, office management 

Altus Environmental, Boulder, CO				   				4/08 – 2/13
  Bookkeeper
Financial statements, accounts receivable/billing, accounts payable,  payroll (ADP), general ledger reconciliation, bank reconciliation, journal entries, human resources, fixed assets, SEP/IRA-401k administration, report writing, office management

AccountTemps/Appleone, Boulder, CO								1/05 – 3/08
  Accountant
All aspects of accounting and business administration for employers electing to use temporary employment services.


SKILLS:
Accounting, bookkeeping (computerized and manual), credit and collections, payroll, typing, business law, human resources and benefits, transcription, office management, spreadsheet applications, business communications, report writing, Microsoft Office (Excel, Word, PowerPoint, Outlook), QuickBooks, QuickBooks Pro, QuickBooks Enterprise, CSA-CS Practice-CS FileCabinet, PeachTree, Platinum, Oracle
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