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Summary

Process-oriented Accounting Professional with extensive experience in the accounting process.  Demonstrated success ensuring company’s finances are accurate and on time, and in alignment with SOX and GAAP.  Effective in a team setting, as well as working independently.  Industry experience includes Oil and Gas, and higher education working for the State of Colorado.  Key strengths in Accounting.
· Accounts Payable		Accounts Receivable
· Payroll				General Ledger
· Cash Management/Treasury	Sox and GAAP compliance

Work Experience

CH2MHILL / HKA Staffing / Temp						      2013 to 2013

Accounting Support 1
Daily data pulls, research suspense items, input manual timesheets, and process Agil1 invoices using Oracle and the Accounting Tools site.
 
Encana Oil and Gas – Denver, CO 		                                                                                2005-2013	

Accounting Assistant  								                       2012-2013
Checked the mail daily for paper invoices. Set up new vendors by requesting W-9s. Scanned the financial reports into JDE.
· Ensured accurate invoice payments by scanning the paper invoices into the KOFAX system, validating invoices in the ADP electronic invoicing system, and submitting them for processing. 
· Converted paper invoices to electronic and ensured the realization of early pay discounts by creating a monitoring spreadsheet to track the conversion.    
· Supported Accounts Payable department with a focus on vendor and invoice management.                                                                              
                                          
Treasury Analyst									         2010-2012
Posted incoming payments using the forecast and JDE.
· Re-wrote and updated Cash Management processing manual including visual, step by step screenshots and detailed instructions
Accounting Assistant                                                                                                                                  2006-2010
Processed G&A invoices using ADP electronic invoicing.
· Designed a spreadsheet to monitor expenses for IT projects which tracked hours of contract workers, phone payment, and travel expenses.

Accounting Analyst – Contract Employee					                        2005-2006
Contracted through Lakeshore Staffing to reconcile phone accounts
· Saved 25K in overpaid phone bills by doing a reconciliation of phone accounts.
· Reconciled utilities in order to get them current.

 Arapahoe Community College – Littleton CO 

Accountant II-General Ledger-A/R Manager                                                                                   1999-2004
Prepared and posted journal entries.  Supervised 5 full time and 2-4 work-study employees in the Cashier’s Office.   Ensured receivables owed to the college were posted correctly and within deadlines.
· Led the general ledger process with a focus on closing 5 different sub-systems monthly.
· Served as liaison to the college community to ensure accounting processes were in compliance with the State of Colorado Fiscal rules, college policy, and GAAP.

Additional Related Experience

Arapahoe Community College – Littleton CO 

  Accountant I – General Ledger – A/P Manager                                                                           
· Supervised 2 full time employees in the A/P office ensuring invoices were paid correctly and on time.

Accounting Tech III – General Ledger/Payroll                                                                                       
· Processed bi-weekly and monthly payrolls. (500 to 700 employees)
· Posted journal entries to the general ledger
· Classified Employee of the year

 Computer Skills
Windows, Word, Excel, Power Point, Outlook, JDE Edwards, Enterprise I, ADP electronic invoicing

Education
Arapahoe Community College- 5900 Santa Fe Littleton, CO 80120
Certificate – Financial Services - Pursuing AA in Accounting 

Professional Development
Business Writing, Managing Others, Organization Skills, Working with difficult people
 Toastmaster – Confident Speaker
