Susan E. Heater
13900 Lake Song Lane Unit D6
Broomfield, Co. 80023
 (720) 837-3162 
sheater127@comcast.net

· OBJECTIVE: To secure a position within a well established organization that will enable me to use my strong organizational skills, accounting experience and ability to work well with people.

QUALIFICATIONS PROFILE:

· Administration: Provide exceptional administrative support to peers and senior management. Track financial data and accurately deliver monthly profit and loss statements as well as vendor payments within strict deadlines.

· Key Strengths: Sound understanding of general accounting principles, highly organized and conscientious, entrusted by management with confidential materials and large sums of money. Excel at developing strong relationships with staff, customers and vendors, adapt quickly to new and evolving environments. Combination of strong organizational ability, team management skills, and process/data analysis paired with excellent communication skills provide for a fast learner and strong work ethic. 

SKILLS:
· Adept with Microsoft Office Suite (Word, Excel, Outlook, Power Point), Sage accounting software, Checkster, ADP, 10-key by touch, typing 45 WPM, multi line telephone systems, operate a variety of office equipment including copiers, scanner, facsimile machines, and computers; strong organizational skills, including attention to details, problem solving, and follow-through.
PROFESSIONAL EXPERIENCE:

Front Desk Associate (HR Administrative Assistant) – Human Resources
Scottrade, Inc.    Westminster, Co.  2011 – 2014

· Greet visitors, vendors and job applicants, issue security badges for employees, vendors and visitors.
· Assist with the on boarding of new hires.
· Schedule candidates for interviews, set up testing and assessments, fingerprint candidates after offers are accepted.
· Complete reference checks, employment verifications and declination letters. Maintain declination and reference logs. 
· Assist corporate office in the coordination and preparation of meetings and events for satellite office.
· Input employee information into system. (HRIS)
· Maintain schedule for conference rooms, reserve offices for visitors.
· Respond to building security issues.
· Handle facility issues, place work orders.
· Special projects as needed.

Customer Service Representative – Finance/Utility Billing
City of Northglenn      Northglenn, Co.        2010- 2010

· Heavy public contact, perform receptionist duties, greet and screen visitors, answer inquiries according to established policy, give the public general information on City policies and regulations.
· Assist customers with billing questions and inquiries.
· Receive and process payments made to the City for utility bills, permit fees, bonds and passports.
· Reconcile and balance cash drawer on a daily basis.
· Keep customer accounts up to date, research inquiries,  follow guideline implementation of payment arrangements, shut-offs, tampering, R/A forms.


Girl Scouts of America – (Volunteer positions)
Leader, Co-Leader      Denver, Co.   2006 -2009

PTA Organization, Classroom Volunteer   (Volunteer positions)
Westminster/Broomfield, Co.   2005 – 2010

Treasurer, Board of Directors     (Volunteer position)
Families with Children from China    Denver, Co. 2003 – 2005
 
Benefit Clerk, Colorado Iron Workers
American Benefit Plan Administrators     Denver, Co.       1998 – 2003

· Performed data entry, filing, typing, clerical support and general office administration, which included daily input of workers hours, wages and contributions.
· Prepared month end financial statements and reports for upper management.
· Assisted in compiling information and data for various logs.
· Served as first point of contact for members by responding to issues, concerns and inquiries by providing company information via telephone and e-mail.
· Greeted visitors, fielded and routed incoming telephone calls for company. 

Teller/ATM Bank Card Representative
North Valley Bank     Thornton, Co.      1993 - 1998

· Opened bank daily, processed night drop deposits and mail. 
· Served as first point of contact for members, handling routine financial transactions as well as teaching members how to use ATM, ensured a positive interaction with customers and non-customers alike. 
· Daily balancing of cash drawer and ATM, training new hires, and conducting monthly teller cash drawer audits.
· Processed small consumer loans, issued ATM and debit cards. 
· Filled in as supervisor as needed.

Price Adjustment/Thrift Store Accounting Clerk
Continental Baking Company    Denver, Co.       1981 - 1993

· Balanced daily sales receipts for all thrift stores within region.
· Prepared monthly profit/loss financial statements for each store for upper management. 
· Accurately organized and maintained vendor discount files which included the maintenance of detailed logs, records, and verifying accuracy of information.
· Calculated and issued rebate checks for vendors throughout month, and researched and resolved any problems with discounts or payments. 
· Processed, ordered and maintained office supply inventories, business cards, and forms according to budget.

Utility Clerk - Responsible for vacation coverage of:
Payroll 
· Using the Kronos timekeeping system, responsible for computing weekly payroll for 400 employees.
Accounts Payable 
· Ensured that the information on accounts payable vouchers is accurate and complete prior to entering  information into the computer and posting payment distributions.
· Researched payments and backup documentation when necessary, answering questions and collaborating with vendors and staff.
Accounts Receivable 
· Experience with researching and resolving customer billing disputes including application of credits as necessary.
Receptionist 
· Greeted visitors, fielded and routed incoming telephone calls for company. 
Cashier
· Processed daily deposits for all thrift stores, as well as route sales receipts companywide.
