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  SUMMARY


· Proficient with general computer usage to include Microsoft Office Products.
· Excellent reading comprehension and outstanding writing abilities.
· Exceptional phone and communication skills.
· Detail Oriented, fast and accurate worker, excellent problem solver.
· Type 50 wpm, 14,500 ksph.    
· Exceptional customer service skills, team player. 
· Ability to multitask,
· QuickBooks, Accounts Payable & Receivable


RELEVANT EXPERIENCE
       Bookkeeping
       As Is Workstations                                                                                                                            12/10/13- Present
· Classify, record, and summarize numerical and financial data to compile financial records, using journals and ledgers or computers.
· Debit, credit, and total accounts on computer spreadsheets and databases, using specialized accounting software, calculate and prepare checks for utilities, taxes and other payments
· Perform financial calculations such as amounts due, interest charges, balances, and discounts for customers and business transactions. Also assist with some payroll duties, calculate time, creating checks and paying employees.
· Utilize QuickBooks to match all the forms with invoices, record and store information and produce and analyze reports. Also filing of customers and venders Invoices.
· Manage cash flow on a daily basis and coordinate Accounts Payable, Accounts Receivable and other activities following company procedures, also end of month Reconciliation.

     
       Lockbox Clerk
        Wells Fargo                                                                                                                                     03/12/13-Present
· Responsible for payment processing in a production environment for various customers and venders. 
· Requiring mail sorting, running checks through a toaster, data entry and ten-key in a fast paced environment requiring speed and accuracy. 
· As well as resonation of mail that needs to be returned to customers of venders. 

      General Clerk I    
        Service Source A Military Contract Company based in Virginia Alexandra                                         04/15/08-3/11 
· Responsible far ARMS Quality Control of Military documents in a fast pace environment. Requiring data entry, speed and accuracy.  Assisted with document preparation, scanning, research and filing OSR records.

      Data Entry (Payment Processor)
       Systems N Methods                                                                                                                                               2007
· Responsible for processing child support payments, sorting mail, remits and document processing, correspondence processing for a new company to the Denver area. Required speed and accuracy in a timely manner.
                                             
      Provisioning Tech
       Comcast                                                                                                                                                                 2006
· Responsible for the day of install for Comcast, included full support of field technicians while performing CDV installations.
· Multiple software systems and application usage to ensure telephony service orders are complete accurately, in a timely manner.
· Perform a wide range of functions across a variety technologies and service delivery applications including.   Directory Listings, Directory Assistance, ETS, NPS, CMTS and Port Outs.

EDUCATION AND CERTIFICATIONS

      Accounting Technician Certification- Emily Griffith Technical College                                                                5/2014
				                         
     Bookkeeping Certification- Emily Griffith Technical College                                                                                5/2014
      



