Angel Strunk
9145 Meadow Drive
Maineville, Ohio 45039
513-328-9362
angelstrunk1@gmail.com

Career Highlights

· Created and implemented a customer-referral program at Anydish.com, leading to 50% increase in sales within 60 days
· Created telemarketing department at Anydish.com, including script writing and training classes
· Created an Employee Handbook at CarX Auto Service, addressing the need for written policies to aid in defense of unemployment claims.

Employment History
   	                      
The Job Store		        	            Accounting Support Specialist			      2014-2015
· Accounts Receivable-processed payments received through lockbox and posted to client accounts
· Accounts Payable-reviewed and processed all vendor payments and employee expense and reimbursement checks 
· Reconciled and processed local and state tax returns for Employee Withholding Tax
· Monitored invoice aging, prepared statements and invoice copies for clients
· Collection activities including phone calls, emails, and certified letters to collect on past due accounts

Empire Tavern		        	            Server/Bartender		     	                           2010 – 2014

· Greeted and seated dine-in customers
· Took food orders, prepared salads, soups, and desserts, delivered customers selections with enthusiasm and hospitality
· Worked as bartender during karaoke and live music nights, assuring that customer received personalized, accurate and quick service while remaining calm and wearing a smile
· Assisted owner with inventory tracking and ordering
· Created weekly schedules for servers and bartenders

CarX Auto Service		           	            Payroll/Benefits Coordinator	                          2006 – 2010

· Accounting duties using QuickBooks, including A/R, A/P, and account reconciliation
· Inventory control, including ordering auto parts, cycle counts, and coordinating returns of obsolete parts
· Processed payroll using Paycor software for over 200 employees, both hourly and salaried
· Processed employee 401k contributions, calculated company match, and submitted to Fidelity Investments
· Human resource duties, including employee benefits education, Cobra compliance, and managing unemployment and Worker’s Compensation claims, and developing, maintaining, and enforcing rules in company handbook

Edge Ventures dba Anydish.com			Office Manager			               2001 – 2006

· Accounting duties using QuickBooks, including payroll, A/R, A/P, and account reconciliation
· DirecTV and Dish Network sales, including face-to-face, inbound phone sales, and telemarketing 
· Developed marketing strategies, including print advertising and a customer referral program
· Tracked commissions and charge backs from DirecTV and Dish Network with a focus on customer retention
· Developed and maintained telemarketing script, created and taught 3-day training class for outbound sales team
· Maintained technician schedules for installation and repair appointments

Education

Western Governor’s University 		       Accounting/Current GPA 3.0   	                      2013 – present

Other

I enjoy meeting new people and have an outgoing and friendly personality.  I always wear a smile and have a natural ability to make people feel welcome and comfortable.  I am dependable, flexible with my schedule, and work well in a fast-paced environment.  I am able to handle multiple responsibilities efficiently and accurately, while maintaining my composure and wearing a smile.
