
Cheryl D. Smith

1590 Xavier Street, #206 ♦ Denver CO 80204 ♦ 303.620.0950 ♦ cdsmith111@gmail.com

OBJECTIVE
Seeking a challenging Payroll/Administrative position to demonstrate outstanding computer, payroll, accounting and organizational skills to contribute to efficiency and professionalism.
SUMMARY OF QUALIFICATIONS

· Accounting Software experience in ACCPAC, Net Suite, and Order Manager, as well as ADP and Paychex Payroll Software certified.
· Strong communication skills that enhance the exchange of information and ideas. 

· Computer skills of Oracle; Microsoft applications including Excel, Word, Outlook, MAS90 and Access; and Internet experience.
· General Office skills including typing, ten key by touch, scanning, faxing with photocopier and computer access, email, numerous database applications.
EMPLOYMENT
2009-Present Collector, Emergency Cash

· Collections of past due accounts demonstrating diplomacy and providing options.

· File maintenance for payments and intentions.
2008-2009 Account Receivable, One Stop Parts Source

· Apply payments and perform reconciliations on customer accounts to ensure continued accuracy.

· Scan invoices for future back up needs.

· Answer telephones to identify caller’s need and provided customer assistance.

2006-2008 Business Office, Cambridge Care Center

· Review time sheets, work charts, wage computation and reconcile discrepancies. 
· Process and issue employee paychecks and statements of earnings and deductions to provide compensation and records. 
· Employee benefits, garnishment and vacation allocation assessments with billing requirements to comply with company regulations.
· Sales/Use Tax and 1099 tax preparations to comply with State tax filing requirements.
· Compile statistical, financial, accounting or auditing reports and tables pertaining to such matters as cash receipts, expenditures, accounts payable and receivable, and profits and losses.

2003- 2005 Auditor, SoundTrack
· Inspect and audit 16 site region sales and accounting procedures for accuracy.

· Investigate discrepancies for determination of accounting corrections or fraud analysis recommendations.

· Supply accounting support to sites regarding accurate inventory determination.

· Direct contract with customers regarding account related questions.

1995-2003 Accounting Specialist, Premier Ventures/Marlowes
· All accounts payable necessities including invoice coding, input, check printing, and vendor communications and reconciliations.
· All accounts receivables for customers and in house transactions including billings, statements and reconciliations; correct and audit server sales for revenue accounting.

· Audit daily sales; reconcile credit card and cash transactions in addition to Inventory input for cost accounting.

· City, State, and usage sales taxes calculations for two separate counties.

· Total Payroll processing for two high volume restaurants.

EDUCATION 
Metro State College- Emphasis on accounting, promotional strategy, marketing, and business law.

