Teresa Richardson
MN - Admin Assistant
Elgin, MN
blswister070668@gmail.com
612-328-4353
To obtain an accounting position, where I can utilize my strong customer service skills and previous experiences. I have great organizational skills along with the flexibility to learn new things and help out when needed. Attention to detail is another strong asset that I carry with me.
Work Experience
Construction Disbursement Processor
Rochester Title 
 Rochester, MN
January 2019 to Present
• Process construction draw requests daily 
 
• Track lien waivers for closing process 
• Assist with closing paperwork as needed 
• Update W-9s through the year for 1099 reporting

General Accountant
Joseph Company  
Austin, MN
August 2018 to November 2018
• Accounts Payable 
• Accounts Receivable/Cash Management 
• General Ledger 
• Billing/AIA Billing  
• Payroll 
• Prepare, file and pay sales & use tax
MN - Admin Assistant
Express Employment 
-
 
Winona, MN
June 2018 to July 2018
Update billing for Property Admin - billing of rent and data entry
Cambria - Belle Plaine, MN - Accounts Payable Specialist
Hunter Hamilton 
-
 
Minneapolis, MN
August 2017 to September 2017
Enter invoices for payment and assist with check runs twice a week
Accounting Specialist
Calhoun Truck Lines 
-
 
Eden Prairie, MN
June 2017 to August 2017
• Enter invoices and cut checks weekly 
• Bill customers on web billing/VI/Peachtree 
• Investigate billing disputes and revise billing 
• Enter payments from third party collections and checks in the mail
Accounts Payable/Accounts Receivable Specialist
Edina Eye Physicians and Surgeons 
-
 
Edina, MN
December 2016 to February 2017
• Enter invoices for payment and do check runs for 3 companies 
• Collect and balance receivables for 3 companies 
• Assist with month end reports
Accounts Payable Specialist/Sales & Use Tax
White House Custom Colour 
-
 
Eagan, MN
June 2016 to October 2016
• Enter invoices for payment, monitor expense reports in Concur & match with Amex expenses 
• Weekly check runs, twice a week 
• Sales & Use Tax processed and filed for 6 states and Canada
Accounts Receivable Clerk
Howards Jewelry 
-
 
Eden Prairie, MN
November 2015 to December 2015
• Enter orders from customer via web orders/call in orders 
• Post payments via website/credit card or check 
Contract Assignments
Bookkeeper/Title Clerk
Kelly Services 
-
 
Bloomington, MN
July 2015 to October 2015
Update files when units are sold or traded in, enter invoices, reconcile vendor Statements, update DMV files, register units with the state
Ametek - Arlington - Accounts Payable Specialist
Axelon Services 
-
 
New York, NY
March 2015 to May 2015
Enter invoices for payment, audit vendor payments, month end process
Cambria - Belle Plaine - Accounts Payable Specialist
JP Staffing 
-
 
Arden Hills, MN
December 2014 to January 2015
Enter invoices for payment, cut checks weekly, clean up year end filing for new year
TCC Materials - Mendota Heights - Billing Specialist
Accounting Now 
-
 
Eagan, MN
June 2014 to July 2014
Billing/invoicing for four locations of the sister company to Cemstone, EDI Invoices to customers and stores, month end close
Accounting Coordinator/AR
CFS Staffing 
-
 
Eden Prairie, MN
April 2014 to June 2014
- Eden Prairie, MN - April 2014 to June 2014 Milk Specialties - Eden Prairie - Accounts Payable 
• Enter electronic and paper invoices invoice into the billing system 
Accounting Coordinator/AR
Accounts Receivable Clerk
Alumacraft Boat Company 
-
 
Saint Peter, MN
November 2013 to January 2014
• Prepare daily spreadsheets for sales reps with current available funds for dealers 
• Enter daily bank wires received 
• Enter daily payments received 
• Clean up accounts and inquire on past due payments 
Contract Assignment
Sales & Use Tax Associate
Ambrion Consulting 
-
 
Minneapolis, MN
June 2013 to August 2013
Complete new vendor forms, assist with tax write off and exemption forms, complete and file Sales & Use Tax for 3 companies in 49 states
Accounts Payable Associate
PCard 
-
 
Lakeville, MN
August 2012 to March 2013
• Acquire and enter invoices from several Railworks offices 
• Verify correct sales and use tax being applied to invoices 
• Balance credit card statement weekly - PCard 
Contract Assignments
Factory Team Member
Express Employment 
-
 
Owatonna, MN
June 2012 to July 2012
C & S Vending - Faribault, MN - Factory Line 
• Put together and package food for vending and catering services
Resolution Recovery Rep
Randstad 
-
 
Golden Valley, MN
May 2011 to August 2011
Match and verify records of clients on two different software screens to be moved onto the fraud department 
for review
Accounts Payable Clerk
Spherion 
-
 
Owatonna, MN
May 2010 to December 2010
KGP Logistics - Faribault, MN - Accounts Payable 
• Enter invoices for payment, assist with audits, daily check runs, reconcile statements
Accounts Payable and Accounts Receivable Clerk
Accountemps 
-
 
Bloomington, MN
2008 to 2009
MDI Achieve - Eden Prairie & NACR - Eagan, MN - Accounts Receivable 
• Reconciled customer statements, call customers to clear up past due payments, enter invoices, enter vendor credits/track if any needed, reconcile any outstanding invoices
Phone Bank Consultant
Prostaff 
-
 
Faribault, MN
2008 to 2008
Answered phones for a class action lawsuit
Sales & Use Tax Associate
CFS Virchow Krause 
-
 
Bloomington, MN
2007 to 2008
- Bloomington, MN - 2007 to 2008 Supervalu - Chanhassen, MN - Accounts Payable 
• Enter invoices for payment, double check for vendor credits, reconcile vendor statements 
Sales & Use Tax Associate
Office Manager/Accountant
CFS Virchow Krause 
-
 
Burnsville, MN
February 2007 to June 2007
- Burnsville, MN - February 2007 to June 2007 
• Processed monthly/quarterly/yearly sales and use tax for 28 states 
• Processed drop ship invoices, customer credits, tracked customer resale and exemption certificates 
Office Manager/Accountant
Accounts Payable Specialist
Perma Groove Inc 
-
 
Lakeville, MN
April 2006 to November 2006
- Lakeville, MN - April 2006 to November 2006 
• Entering of work orders, invoice customers, enter and pay company invoices 
• Inquire about shipping quotes with LTL companies, set up shipping dates 
Accounts Payable Specialist
Accounts Payable Specialist
Ron Clark Construction 
-
 
Edina, MN
January 2005 to February 2006
• Coding and entry of invoices for payment 
• Process weekly check runs 
• Distribution of payments and expense reports 
• Prepare final invoicing for subcontractors 
• Prepare 1099 statements at year end 
• Track all general costs for each project for budgeting purposes 
• Prepare monthly draw requests for loans form the bank or each project
Accounts Payable Specialist
Conklin Company 
-
 
Shakopee, MN
April 2002 to September 2004
• Coding and entry of invoices for payment 
• Process weekly check runs 
• Distribution of payments and expense reports 
• Prepare monthly work-papers 
• Prepare 1099 statements at year end 
• Process monthly/quarterly/yearly sales and use tax for 40 states 
• Entering and tracking exemption certificates for IBO's
Account Payable Specialist
Skarphol Construction Group Inc 
-
 
Burnsville, MN
July 2000 to April 2002
• Coding and entry of invoices for payment 
• Process weekly check runs 
• Distribution of payments and expense reports 
• Prepare final invoices for subcontractors 
• Prepare 1099 statements at year end 
• Track all general costs for each project for budgeting purposes
Accounts Payable Specialist/Payroll
Midstate Trucking & Reclamation 
-
 
Lakeville, MN
May 2000 to July 2000
Accounts Payable Specialist and Payroll 
• Coding and entry of invoices for payment 
• Entry of sales invoices for payment 
• Process union payroll and related taxes: Laborers union and 49ers union 
• Process receivables 
• Assist in processing quarterly reconciliation
Bookkeeper
MN Valley Ag Coop 
-
 
New Prague, MN
January 1999 to May 2000
• Data entry of daily tickets 
• Entry of daily invoices for payment 
• Process payroll and related taxes 
• Process gas taxes 
• Odd jobs and help prepare quarterly taxes
Bookkeeper
McGladrey & Pullen LLP 
-
 
Bloomington, MN
July 1996 to January 1999
• Prepare purchase orders 
• Coding and entry of invoices for payment 
• Process weekly check runs 
• Prepare month end reconciliation and journal entries 
• Process monthly expense reports 
• Order software for clients - in change or BNA orders and renewals 
• Prepare spreadsheets, assist with month end reconciliations 
• Process accounts receivable, deposits, interoffice charges and client charges
Education
Accounting degree
Dakota Country Technical College 
-
 
Rosemount, MN
June 1996

