Josefina Martinez                  600 W 123rd. Ave. #3723, Westminster, CO. 80234

                                                                                  Tel. (720) 999-1512 - Email: josyemtz@msn.com
Accountant
Bringing 15 years of accounting and office administration experience as follows:

· Accounts Payable / Receivable

· Weekly /Biweekly Payroll

· Certified payroll

· Payroll Taxes

· Employees w2 year end

· Subcontractor w9/1099 year end

· Cash receipts / Deposit

· Journal entries /GL / Month End

· Collections  

· Bank Account Reconciliation

· Set up jobs / Budgets 

· Customer Service – Vendor / Client 

· Human Resource

· Staff Training and Supervision

· Online Billing (Chevron / Conoco / 

       Exxon-Mobile).

· Purchase Orders 

· Notary Public

· Bilingual

EDUCATION

National University - San Diego, CA.

Bachelors of Business Administration – minor in finance (BBA) 2001

Computer Proficiencies
Sage - MIP (Non-Profit), American Contractor (construction software), MAS-90, QuickBooks Pro, and Peachtree, Microsoft Excel, Word, and Power Point. 

Work Chronology & Professional Experience
Accountant - Business Administrator - Mistras Group. NDT Services   Denver, CO.  04/10 – 07/13 

Accounts payable: coding invoices, matching invoice with purchase order and packing slip, purchase order processing, and purchase order material receiving in system, set up customer, invoicing, collections, reconcile customer payments, and enter invoices to billing sites: Chevron, Exxon, Conoco,  and Newfield; lien waivers, Per diem / expenses processing and reconciliation, credit card processing, back up for  payroll , audit payroll and employee expenses; monthly reports for corporate,  and petty cash. HR:  background checks for employees, vacation / pto tracking, update employees personal information; and vendor   and customer relations.  

Supervise and coordinate offices as well as train office employees onsite or in other locations, and notarizations.
Finance Director – Co. Statewide Parent Coalition (non-profit)     Westminster, CO.   11/07 - 04/10

Accounts payable full cycle, accounts receivable: cash receipts, deposits, set up programs, billing, payroll, payroll taxes and reports as well as quarterly taxes and reports, bank reconciliations, Subcontractors 1099’s, employees W2’s, journal entries and month end closing, financial statements, assist auditors with federal single audit, assist with program budgets, Human Resource (benefits, workers compensation), Report Financials to Board of Directors, file, fax, copy, etc.
Assistant Business Manager - New Radio Venture                                   Aurora, CO.  10/06 - 11/07

Accounts receivable, collections, cash receipts, deposits; support accounts payable, human resources, and special projects assigned by Manager, as well as general office duties.
Bookkeeper - Office Manager - LG Concrete                                       San Diego, CA. 12/01 - 09/06
Accounts payable full cycle (matching purchase orders and packing slips), lien waivers solve discrepancies with vendors,  subcontractors 1099’s, employees w2’s, accounts receivable: job set up, invoicing, bank deposits, certified payroll (State, Federal, City), weekly and quarterly taxes reports, direct deposit, bank reconciliation, journal entries, month end, financials,  worker compensation report, Hr: vacation tracking, pension plan-benefits, garnishments, and  office supervision, and notarizations.
Bookkeeper - Office Manager - Clown Balloons                                Chula Vista, CA. 10/97 - 05/01

Accounts payable full cycle, (matching purchase orders and packing slips) process purchase orders and receive materials, vendor relations, accounts receivable: billing, cash receipts, deposits, collections, payroll, payroll taxes and reports, bank reconciliation, month end; support sales department with customers in Mexico, Brazil, and the U.S.A, open accounts for new customers, credit checks; as well as supervise the office. Other responsibilities: assist the President of the company with travel arrangements, scheduled meetings and conference calls. HR: benefits and vacation tracking.
Bookkeeper –  Elecom Supply Company.                                          San Diego, CA.  04/91 - 10/96
Accounts payable full cycle, accounts receivable, cash receipts, deposits, bank reconciliation, payroll, payroll weekly and quarterly taxes, month end, financials; produce certificates of origin, followed up shipments. Assist company owner in different tasks like travel arrangements to Mexico, and the U.S., schedule meetings, conference calls with clients in Mexico, as well as general office duties.  
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