Jill Alcazar
10290 Lauren Court Highlands Ranch, CO 80130             Cell: 303-921-3058
E-Mail: jill.alcazar@acgii.com

Professional Summary:
[bookmark: _GoBack]I am a motivated Business Executive with 19 years of solid experience managing all levels of projects including budgeting, accounting/finance, sales and human resource administration.
Skills:
Financial reporting                                                     Proficient in Sage
Peachtree proficiency 				Federal/State tax preparation
Billing and collections expert			Federal/State tax preparation
Accounts payable specialist			Budgeting
Corporate tax planning				Cash flow analysis
Customer relations				Account reconciliation
Accounting procedures consultant

Work History:
May 1995 to Current
Alumni Consulting Group Greenwood Village, CO
Senior Staff Accountant    
Compiled financial reports pertaining to cash receipts, expenditures and profit and loss.
Drafted and reviewed financial statement compilations before being approved by partners.
Performed complex general accounting functions, including preparation of journal entries, account analysis and balance sheet reconciliations.
Prepared accurate financial statements at end of the quarter.
Provided timely actuals, forecast and budget data for IT and corporate management.
Reviewed collection reports to determine the status of collections and the amounts of outstanding balances.
Worked with management at the project level to ensure expense plans are achieved.
Worked with managers to develop annual expense plan goals.
Maintained fixed asset module and calculate and record monthly depreciation expense.
Reconstructed accounting records from clients' checks and cash receipts.
Assisted management with the finalization of the annual expense plans.
Collected and reported monthly expense variances and explanations.
Created presentation formats for monthly/quarterly reviews of expense charge-outs.
Established  procedures for custody and control of assets, records, loan collateral and securities to ensure safekeeping.
Performed periodic  budgeting/modeling to project monthly cash requirements.
Prepared financial pages for presentation to senior management.
Prepared and distributed payroll for staff of45 direct reports.
Oversaw inventory and office supply purchases.
Processed accounts receivable and accounts payable.
Completed and mailed bills, contracts, policies, invoices and checks.
Managed employee benefits program and filed quarterly sale tax.
Matched purchase orders with invoices and recorded the necessary information.
Full cycle HR in the hiring/termination process.
June 2012 to Current
Alumni Consulting Group Greenwood Village, CO
Recruiter    
Facilitated all new employee orientations to foster a positive team attitude.
Screened all applicants based on their qualifications and background.
Addressed all employee harassment allegations, work complaints and other concerns.
Conducted exit interviews and verified that employment termination paperwork was completed.
Supported management in developing and implementing personnel policies and procedures.
Hired employees and initiated the new hire paperwork process.
Explained all of the human resources policies, procedures, laws, standards and regulations to each employee.
Organized new employee orientation schedules for all new hires.
Developed salary proposals for new recruits.
Made salary adjustments and managed contract renewals and promotions.
Networked with industry contacts, association memberships and associates.
Pre-screened all resumes prior to sending them to corporate hiring managers for consideration.
Created and completed personnel action forms for all hires, terminations, title changes and terminations.
Tracked candidates and pushed for feedback on disqualifications, time-to-fill statistics and other variables.

September 2013 to Current
Alumni Consulting Group Greenwood Village, CO
CEO    
Member of Executive Management Team.
Negotiated prices, terms of sales and service agreements.
Contacted new and existing customers to discuss how their needs could be met through specific products and services.
Created sales contacts with on- and off-premise accounts.
Prospected and conducted face-to-face sales calls with business executives and directors throughout assigned territory.
Met existing customers to review current services and expand sales opportunities.
Built relationships with customers and the community to promote long term business growth.
Obtained documents, clearances, certificates and approvals from local, state and federal agencies.
Oversaw sales forecasting, goal setting and performance reporting for all accounts.
Effectively led a seasoned team of partner managers and account coordinators.
Trained peers and management team on internal system supports and implementation plans.
Created proposals for new and repeat customer business transactions.
Obtained and evaluated credit information about prospective customers.

Education
Metro State College of Denver  educated in  Accounting/Finance
Awarded multiple certificates from eBay for being a Power Seller
