
Wanda L. Colson

8661 Rayson Road, Apt. A ~ Houston, Texas 77080

Work Phone 713-461-3100 ~ Home Phone 713-895-9725

WORK HISTORY

The Westar Company

Bookkeeper - November 2001 to Present

Supervisor: Margaret Greenstreet, Office Manager 713-461-3100
Duties: Execute daily backup procedures and maintain daily invoice register and A/R Log.  Perform month end back up procedures, Maintain and balance five checking accounts and prepare all month end information for the G/L Accountant. Electronically file monthly sales tax reports and make payments.  Retrieve mail from the post office, sort and distribute mail to the correct personnel.   Solve various networking and computer problems.  Notary Public. Accounts Payable - Match invoices to purchase orders. Verify invoice amounts. Enter invoices into the accounting system and set up invoices for payment.  Pay invoices on a monthly basis.  Accounts Receivable – Print and mail monthly statements.  Prepare incoming checks for deposit, Post checks, verify and resolve any discrepancies in payments.  Prepare daily deposits and take them to the bank.  Collections - Call and check the status of outstanding invoices, Verify invoices and amounts, Fax copies of invoices if required, Maintain a monthly record of outstanding invoices and collection actions

Baker Oil Tools, Finance/ Tax/ Treasury (Temp to Perm – Pro Staff)

Department Administrator - June 2000 to July 2001

Supervisor: Barbara Williams 713-466-3100

Duties: Assist the Controller, Treasurer, Executive Tax Manager and Region Finance Managers with various tasks.  Produce various financial reports.  Document and tract authorizations for expense until they where approved for payment.  Distribute monthly and quarterly financial statements.  Insure travel arrangements were made for employees in the department.  Order office supply.  Prepare deposits.  Complete journal entries.  Reconcile international invoice statements.  Many other various task.

Dynamic Glass, Inc. 

Secretary/Receptionist – January 1999 to July 2000

Supervisor: Jo Lynn Groves 713-895-0080

Duties: Answer incoming calls and direct them to the correct personnel.   Type bid proposals for upcoming Jobs.  Type lien waivers, applications for payment and Warranties.  Check the status of invoices to determine when they are set up to pay and notify billing companies of the status of invoices.  Sort and distribute incoming mail.  Prepare daily deposits.  Order office supply. 

John Moore Services
Customer services Representative - May 1997 to December 1999

Supervisor: Melody Rodriguez 713-730-2525

Polk County Sheriff’s Department
Assistant Jail Administrator / Transport Officer / Jailer - December 1993 to April 1997

Supervisor:  Tommy Walker 936-327-6819, Sheriff Billy Ray Nelson 

Certified Police Officer / Certified Jailer

Experienced with Microsoft Word, Works, Excel, SAP and DDMS software.  I am very computer literate and learn new software very easily.


         *REFERENCES AVAILABLE UPON REQUEST

