J E N N Y  M.  S E P U L V E D A
1027 Vaquero Drive • Oxnard, CA  93030
(805) 832-0168
OBJECTIVE: Active participation in company operations, in ways that will enable me to contribute my skills and knowledge and to provide an opportunity for professional development and career growth as an accounts payable lead or manager
EXPERIENCE:

California American Water ~ 06/05 -  Present

Executive Administrative Assistant
· Manage general ledger and reconciliation of major VIP Amgen and CLU accounts

· Prepare delinquency notices, initiate collection actions, update system when payments are processed and set up new vendors upon request
· Responsible for creating/ maintaining complete and accurate general customer account records

· Create graphs and charts to monitor the effect of temperature pressure

· Log all invoices, inventory, match invoices against PO requisitions and packing slips

· Process checks against invoices, edit, sign and mail checks to vendors, process banking transactions for vendors
· Code all invoices against appropriate GL codes, edit, run reports, process cash requirement reports and payment registers

· Research lost payments, underpayments and overpayments, contact vendors regarding their account
· Post check runs, voided checks and invoices

· Administer bi-weekly payroll and generate reports

· Process meter reading data into Orcom, upload/download to Tempest, import to Equinox for billing processes
· Prepare quarterly newsletters and event announcements

· Efficient in software applications such as: JD Edwards, Lotus Notes, Outlook, PowerPoint, QuickBooks, Microsoft Word, Excel, Internet, Intranet, ProComm, Access, AS/400, ADP, SAP
City of Oxnard, City Neighborhood Program ~ 07/01 - 06/05

Case Manager

· Manage a caseload of clients; conduct comprehensive client assessments to collect functional environmental, financial, employment, housing, educational, and health information as appropriate to develop a creative, cost effective case plan

· Coordinate available services necessary to maintain independent living, self-sufficiency and family stabilization; determine and conduct inter-agency family conferences, provide supportive counseling and advocacy services
· Monitor services provided to each client on a monthly basis; prepare and present training and educational programs and public materials

· Develop and implement new processes and procedures

· Supervise intern training, conduct intake assessment for other department social service programs

· Process invoices for all cash receivables

· Responsible for correspondence, contract documents and client’s file case information

SKILLS:

Bilingual, JDE, Lotus Notes, Outlook, PowerPoint, Microsoft Word, Excel, Internet, Intranet, ProComm, Access, AS/400
REFERENCES:

Brenda L. Sanchez, Director of Actuary, Total Compensation Systems, 5655 Lindero Canyon #223, Westlake Village, CA  91362, 805-496-1700

Sergio Castro, FIC Coordinator, City of Oxnard, 1500 Camino del Sol, Suite #19, Oxnard, CA  93030, 805-385-8105

Sharon Vargas, Case Management, Dynamic Nursing Services, 14260 Ventura Blvd., Suite 301, Sherman Oaks, CA  91423, 805-679-3995
