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SUMMARY
Accounting professional with a focus in the areas of Accounts Receivable and Accounts Payable.   Quick learner with a diverse background in customer relations, mail room procedures, and general office responsibilities.   Disciplined problem-solver.  Utilizes strong organizational, analytical, and communication skills to improve operational efficiency.  Expertise includes:
	· Full cycle Accounts Receivable
	· Full cycle Accounts Payable

	· TirePro Software
· Pitney Bowles Paragon with MMS
	· JD Edwards Accounts Payable 
· Ascom Hasler and Power Post Mailers


PROFESSIONAL EXPERIENCE
Blue Bonnet Restaurant






         2012-
Mexican restaurant
Bookkeeper
Process each day’s deposit, check credit card receipts, gift cards, petty cash, account payable.
foree tire distributors, Denver, CO
2008 – 2011
Multi-state wholesale distributor for quality tires
Accounts Receivable Clerk
Processed full cycle accounts receivable with over 500 customers, which included bank deposits, monthly statements, account reconciliation, and collection calls.  
· Improved customer relations by correcting inaccurate payment postings. 
· Improved accuracy by inspecting deliver receipt notations and notifying branch manager of discrepancies.
· Minimized liability by establishing payment plans with aged customers.

adam aircraft, Centennial, CO
2007 – 2008
Aircraft designer and manufacturer for civil and government markets
Accounts Payable Clerk
Processed full cycle accounts payable with a weekly check run and distribution.  

· Reduced invoice rejects by identifying missing paperwork and retrieving proof of deliveries. 

· Improved accuracy by verification and correction of Sales and Use Tax calculations on invoices.
PACIFICARE, Greenwood Village, CO
1997 – 2006
National Healthcare Company focused in the Western United States.

Mail Technician II
Processed inbound and outbound mail distributions and coordinated customer mailings.  

· Improved department image by establishing an open line of communications with other departments in the Greenwood Village office.

· Enhanced operations by implementing a hand held scanner to track signature on inbound deliveries.

· Reduced company costs by centralizing the processing customer mailings for the Greenwood Village office.

EDUCATION
Associate Degree in Accounting, Community College of Aurora, Aurora, CO

PROFESSIONAL DEVELOPMENT
Accounting Class, Accounting and Business School of the Rockies, Greenwood Village, CO
General Classes towards Bachelor Degree in Accounting, Colorado Technical University, Greenwood Village, CO

