
Tami McIntosh
1840 SW 6th St. Loveland, CO 970-308-6848 TMC1852@AOL.COM
Objective:  To employ my knowledge and experience with the intention of securing a professional career with opportunity for challenges and career advancement, while gaining knowledge of new skills and expertise.
Experience:
10/15- 05/17  		                   		                                                                         REFLECTIONS FOR YOUTH INC..  LOVELAND, CO
FINANCE & HR COORDINATOR                                                                            
· Setup and Process incoming new hire’s: schedule initial onboarding meetings, assist new hire to complete all mandatory paperwork, file background checks, maintain 50+ signed policies and procedure documents via electronic database for each employee, track/schedule/maintain employee trainings and recertification’s.
· [bookmark: _GoBack]Manually process payroll for 60+ employees: code/calculate/review/certify paper timecards submitted, enter manually into QuickBooks database, upload direct deposit information to banking database.
· Process bi-monthly accounts payable: Receive 30+ invoices per week via email/standard mail, manually enter and code into QuickBooks database, resolve vendor/internal discrepancies.
· Accounts Receivable/Billing (insurance): Review/code/calculate services provided to clients against clinical notes, manually enter service hours provided to clients into online database.
· Implement/produced finance manual, daily bank deposits, provided administrative assistant functions, filing and other miscellaneous duties requested.

12/12- 04/14				                                                                                              JD HEISKELL & HOLDINGS WINDSOR, CO
MERCHANDISING ASSISTANT/ACCOUNTS RECEIVABLE             
· Process payments: Receive checks via mail, match payments to customer load numbers and post to specified accounts, resolve customer/internal discrepancies, reconcile bad debts.
· Process Invoices- AR/AP: Create invoice for customer from payment and load/shipping documents, (payment to match market price on specified date). Manually enter vendor invoices after receipt of approval of specified department manager.
· Bank deposits: Upload paper checks received standard mail into online banking portal, record deposit into database and match deposits to customer accounts.
· Administrative Assistant: Filing, answer multi-line phone & dispatch as needed, scan/upload customer files/contracts to online portal (create a paperless environment)

09/2009-12/31/2011 					                                                   Pillardata Systems, Inc.  Longmont, CO
AP SPECIALIST   
· Process invoices - AP: Receive 150+ invoices weekly via electronic/standard mail, seek/receive approval on non-po invoices, resolve vendor/internal discrepancies, weekly check run and assist in review of revenue received/expected to payables due and emphasis on discounts. Check run file upload to bank database to send payments. 
· Sales & Use Tax:  Onboard process of monthly/quarterly/annual filings (was with 3rd party) for 26+ states, resolve discrepancies as needed.
· Daily deposits via courier to bank, EOM reconciliation’s, produced AP manual, produced sales/use tax manual specific to company.

07/2007-03/2008						                                                   Maxwell Systems, Inc.  Fort Collins, CO
ACCOUNTING SOFTWARE SUPPORT TECHNICIAN  (TIER 1)
· Provide outstanding customer service: Receive incoming calls from clients that requested assistance with their accounting software purchased within their contract period. (3 Products Sold: American Contractor/ Streetsmarts/ Maxwell Management Suite)
· Resolution Documentation: Prepared/Published Articles needed for error log database (Talisma), database used by technicians to search articles that would assist in the solution of the clients software issues.  Troubleshoot error messages as well as accounting transactions needing follow through. Escalate call if client required more assistance on larger issues within software.

03/2005-05/2006	                                                                                                                                                 DAKO COLORADO, INC.  FORT COLLINS, CO
Staff Accountant (contract position)          
· Maintain and process bi-monthly payroll for 210+ employees.
· Process customer orders and distribute invoices.
· Month end reconciliations.
· File monthly Sales/Use tax for Colorado and various other States.
· Back-up for Accounts Payable division

06/2004-03/2005	                                            		                                                                   Banner Health, Greeley, CO
Cash Control Clerk 
· Processed daily A/R collections for various departments and prepared deposit.
· Maintained daily cash log and reconciliation.
· Back-up for A/R in admissions department

01/1998-06/2004                                                                                                                                                     DAKO COLORADO, INC.  FORT COLLINS, CO
Staff Accountant/Accounts Payable Clerk/Sales Assistant/Payroll                       
· Process invoices, data entry, check/EOM reconciliations, resolve vendor/internal
Discrepancies, process orders, log purchase orders, invoicing of sales orders, process
Cash receipts, daily deposits
· Process Payroll for 150+ employees (linked with ADP), Paper time cards, implemented  
Electronic time keeping system, reconcile all payroll accounts associated
 
01/1999-06/2014                                                                                                                                          OFFICE LOUNGE BAR & GRILL LOVELAND, CO
CUSTOMER SERVICE: WAIT STAFF/BARTENDER
· Provide customer service in the restaurant industry
· Process orders through a electronic POS system
· Resolve customer discrepancies in a positive and tactical manner
· Insure quality of services/food adhere to customer orders
· Maintain cash register functions as well as balancing at end of day business

Education:
Institute of Business and Medical Careers                                                                                                                   Fort Collins, CO
Graduate 1999 * Associates in Computerized Accounting        

HAROLD FERGUSON HIGH SCHOOL                                                                                                                                                                  LOVELAND, CO
Graduate 1998 * High School Diploma 


Professional Skills/Qualifications:
Peachtree/Quickbooks/Macola/Oracle/ADP/Word/Windows/Talisma/Works/Excel/10key


Personal Qualifications: Multi-tasking/Accurate/Highly Organized/consistently meet deadlines/Ability to work under pressure/Detail-Oriented/Ability to prioritize work/Self-motivated/Strong customer service skills/Ambitious/Energetic/Dependable/Reliable




References available upon request

