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221 W 57th St. B-18
Loveland Co 80538
(970)988-1312
sdm0909@centurylink.net

WORK HISTORY:

· Agrium/CPS, Loveland Co							Temporary Position
· Entering of Accounts Payable, verifying correct PO’s, and three-way match
· Investigated all invoices for correct coding and authorizations

· EnviroTech Services Inc., Greeley Co						Aug 08 – Jan 16
Accounting Tech II
· Responsible for cash posting, verifying accounts, collection calls, customer relations, daily and monthly AR billings
· Responsible for multi-state, city sales/use tax filing including set up of new tax jurisdictions
· Responsible for all aspects of Accounts Payable, including month end and year end closing of books, year-end processes for fiscal and calendar year end
· Responsible for Accounts Payable file maintenance, manual and electronically, backup for Accounting Tech III and Order Fulfillment team including invoice and statement printing
· Performed adhoc projects as requested by Management

· Celestial Seasonings, Inc., Boulder CO						May 91 – Mar 07
Intermediate Accounting Clerk, AP
· Responsible for multi-state, city sales/use tax filing, including but not limited to property taxes
· Direct interactions with auditors for SOX, year end and State/City audits
· Specialized experience with operational and inventory payables and analysis including PPV
· Responsible for all aspects of Accounts Payables, including month end and year end closing of books and 3-way match
· Assist Cost Accountant, G/L Accountant, and Accounting Management with research and reporting
· Responsible for Month end journal entries and postings, monthly accruals, reconcile G/L accounts, reconcile Inter-company accounts with Corporate Office

Senior Accounts Payable Specialist
· Responsible for all aspects of Accounts Payable, including all company employees expense reports
· Responsible for closing of A/P, monthly, annually
· Responsible for monthly accruals, reconciled G/L accounts, G/L variances
· 1099 filing, multi-state, city sales/use tax filing
· Fleet vehicle maintenance accounting including lease and fuel maintenance

Junior Bookkeeper, Accounts Payable Clerk
· Responsible for all aspects of Accounts Payable
· Backed up Senior Accounts Payable Specialist
· Accounts Payable file maintenance

SPECIAL SKILLS:
IFS operating system, OnBase, People Soft OS, various windows operating systems, Microsoft office, 10-key by touch (12672 kpsh), multi-tasking. Working knowledge of GAAP, quick learner, hardworking, team player, good organizational skills, 
dedicated, dependable.
