SHARI BROWN

504 East 40th Street, Loveland, CO 80538

(970) 214-2728 
Sbrown8493@aol.com
SUMMARY

10+ Years Accounts Payable

Excellent knowledge of software packages

20+ Years Accounts Receivable
Excellent communication skills (written and verbal)


12+ Years Customer service

Work order entry and line item billing



High volume billing


Superior organizational skills with attention to detail


Contract review


Assisting with sales reps daily entry and cost tracking


COMPUTER CAPACITES

AS400


SAP
QuickBooks

NetSuite


Microsoft Excel, Word, PowerPoint, Outlook





Learn new programs and processes quickly and efficiently

PROFESSIONAL EXPERIENCE  
Temporary Agencies  Fort Collins, Longmont, Boulder, CO

Accounts Payable and Receivable –October 2021 to March 2022 

Renaissance Solutions |  Boulder, CO

Accounts Payable Specialist November 2020-October 2021
3 way match of invoices, coding and posting daily invoices, for multiple entities.

Weekly check run

Vendor reconciliation

Value Plastics dba Nordson Medical  |  Loveland,  CO  

Accounting Specialist August 2017-July 2020
Accounts Payable and Accounts Receivable

3 way match of invoices, coding and posting daily invoices, weekly check run

Posting daily bank accounts receivable, work daily on aging, create credits for returns.

Aerotek Employment Agency  |  Loveland,  CO                  
Crop Production Services February 2016-December 2017
-Accounts Payable Specialist

-Monthly statement, refund, and prepay reconciliations

-Corrections to unmatched receivers
SWINGLE LAWN TREE & LANDSCAPE CARE  |  Fort Collins, CO                  

Office Manager/Customer Representative  |  February 2015-January 2016

-Posting daily work orders

-Billing of daily work orders

-Accounts payable  


-Monthly Sales Commission

-Daily scheduling and routing of multiple crew, track crew hours and production for each department

Temporary Agencies  Fort Collins, Longmont, Boulder, CO
Accounts Payable and Receivable -January 2013 to January 2016 

ADP  |  Fort Collins, CO








Issue Resolution Analyst - Accounting   |  May 2012-January 2013
-Collections



-Daily Check Run

-Accounts Payable


-Accounts Receivable

-Credit Balance Research

-Issued Refund Checks

-Client Services

LPS  |  Westminster, CO                                                                           

Property Preservation Technician    | February 2010-February 2012


-Review Loan History


-Verify property status
-Justify work performed at property
- Bill client.

EMPLOYMENT SOLUTIONS  |  Fort Collins, CO




Temporary Accounts Payable  |  August 2008-September 2009

-Coding and entry of 300 to 500 invoices weekly

-Daily cash posting and reconciliation with bank

-Monthly statement reconciliation on all accounts

-Resolved billing issues with vendors

-Coding and entry of all Accounts Payable

-Weekly preparing and processing of accounts payable checks, wire transfers and ACH payments, within budget guidelines.
-Monthly statement reconciliation

-Weekly expense reimbursement

-Assistance with 1099 preparation

-Vendor file maintenance

SWINGLE LAWN TREE & LANDSCAPE CARE  |  Fort Collins, CO                  

Office Manager/Customer Representative  |  August 2004-June 2009
-Posting daily work orders

-Billing of daily work orders

-Accounts payable  


-Monthly Sales Commission

-Tracking of daily crew hours  and production for each department

-Daily scheduling and routing of multiple crews
EDUCATION

Barnes Business College

Accounting Certificate 

Awarded for perfect attendance and 3.8 GPA

Aims Community College

Working on Associate of Applied Science Accounting
January 2017 to December 2019
