Elaine Lagerblade
360-270-2282 
fbs-elaine@live.com
Summary of 

Qualifications  

* QuickBooks, Sage, Epicor, AX

* Microsoft Office/Outlook


 

* Accounts Payables/Receivables

* Payroll & Payroll Liabilities


* State Excise Tax Returns


* Income Tax Preparer

* Client/Vendor Relations


* Written & Verbal Communications 


* Document/Records Management

* Highly Detailed & Organized


 

* Dedicated Team Member


* Excellent Problem Solving Ability




Work History 

Aug 16-June18                  Columbia Fruit                        Woodland, WA

Accounting Assistant/Receptionist
Processed approved vendor invoices for payment, reconciled credit card statements, data entry for production/inventory and processed purchase orders as requested. Back-up receptionist as needed.

Aug 15-June16            Opti Staffing Group                        Portland, OR


Account Payable Specialist

Responsible for all phases of payables with Sage; covered for A/P Lead’s medical leave. Assisted in implementing Microsoft Dynamics AX for accounts payable; included learning and training others to manage their workflow within AX.

May 12-Dec 13       Express Personnel Services                Tacoma, WA

Accounts Payable/Receivable

Responsibilities included all phases of payables, vendor contact and account clean-up. Assisted with A/R with cash receipts and bank deposits; use of Epicor software. Maintaining special projects as needed.
July 11-Jan 12        Express Personnel Services                 Longview, WA

Accounts Receivable

Responsibilities included in implementing new procedures to improve time management for collections and customers, as well as assisted in correcting sales tax coding and billing for current and new services and construction projects for a high speed internet provider. QuickBooks Enterprise
Sept 05-Dec 17    Freedom Bookkeeping Services            Longview, WA

Business Owner

Provided full charge bookkeeping services; includes payroll, preparing and filing quarterly tax reports. Personal and small business federal tax returns. QuickBooks Pro & Enterprise; construction & manufacturing entities
Sept 05-Oct 06                        Island Casinos                     Longview, WA

Human Resource Supervisor

Responsible for all phases of Human Resources for three casinos; including screening applicants for positions, preparing confidential employee files, licensing documents for the Washington State Gambling Commission and documentation for Employment and Labor & Industry claims. Implementing corporate polices, scheduling and management of 100+ employees.

Dec 01-Feb 03                         PeaceHealth                        Longview, WA

Work Study Clerk

Work study placement with medical organization. Internship allowed hands on experience to gain the skills needed to perform all phases of Accounts Payable. Duties also expanded to Accounts Receivable and record keeping for daily/monthly reports as well as general office duties. Epicor Software

Education 


  2001-2004                     Lower Columbia College              Longview, WA

  Associates in Applied Science/Accounting 

References
 

 Available Upon Request

