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OBJECTIVE
Employment with a growing company that will benefit from my experience and knowledge while providing me with continued career advancement opportunities.


PROFESSIONAL EXPERIENCE
Numerous years of experience with all aspects of accounts payables/receivables and billing. Demonstrated experience in training and supervision of employees. Positive customer service skills. Computer proficiency using business and medical applications.


EMPLOYMENT HISTORY
Employment Solutions, Denver, CO							      Present
AP Clerk
· [bookmark: _GoBack]Code and enter vendor invoices
· Process will-calls

Staples, Broomfield, CO								          2005 to 2014
Sr. Billing Associate
· Configure customer accounts for correct billing frequencies, payment terms, invoice formats and delivery methods
· Maintain customer account addresses and contact information
· Modify/customize invoices and/or reports using MS Excel and MS Access for customers requiring special handling
· Prioritize and resolve phone inquiries and service desk incidents for customers, account managers and credit/collections department to meet SLA
· Special projects as assigned
· Assist Sales Reps with customer set-up
· Maintain/Correspond 5 different mailboxes in Outlook

Billing Associate
· Configure billing accounts and Insight reporting
· Employee training
· Handle internal and external customer service issues
· Special projects as assigned

Cash Applications Processor
· Post payments for multiple companies
· Process inter-company payments
· Assist with the Cash Applications Service Desk


Metropath, Denver, CO								          2002 to 2003
Billing Clerk
· Process patient information
· Perform daily closings, deposits, and month-end reports

Source One, Denver, CO								          2001 to 2002
Lead File Clerk
· Organize work load and supervised employees
· Maintain all active personnel files and handle computer-generated requests for Human Resources
· Alpha and numerical filing


OTHER EXPERIENCE
Safeway, Thornton, CO								          2003 to 2005
Store Clerk
· Perform back-up file maintenance 
· Handle cash and balance drawer
· Customer service
· Price and inventory merchandise
· Assist throughout the store where needed


SOFTWARE
· Oracle Financials
· AS400
· Invision
· Salesforce
· Insight Reporting
· Movaris
· SAP


REFERENCES
· Available upon request
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