ROSEMARY DAVIS
813 E. Lackawanna Ave.
Olyphant PA. 18447
Phone: (570) 994-0787
Email: MVPTS2006@Aol.Com


OBJECTIVE:  Office/Executive 

EDUCATION
Associates Degree in Accounting, Colorado Technical University 
Executive Office Management, Lackawanna College
Pa Notary
Associates Degree (Business Administration) Northeast Institute of Education 

EMPLOYMENT	
Law Office Management - Consulting
Bank Reconciliation, Accounting (A/R, A/P, billing), Correspondence, Email, Scheduling Microsoft Office, QuickBooks. Scheduling Clients, Client Depositions, Legal Research

Mid-Valley Accounting - Consulting
Payroll, Bookkeeping, Notary Services (RE Closings), Banking, Office Procedures and Management, Tax Reporting
Controller/Payroll Specialist
Management, QuickBooks & Peachtree Software system, AP/AR, billing statement,      financial reports., Employee payroll, tax payments and reporting.  Human Resources.  Vendor contact and 
updates.   (Consulting)		

Financial Manager/ Community Medical Associates, P.C.
Excel, Microsoft Works, Lotus Notes. Vendor issues and contact.  
Business equipment operations. All accounts payable and insurances. 
Customer Service Relations.  QuickBooks Enterprise. Cash Management. 
Payroll, 401(K), and ins. administration, patient, physician and employee problem
solving.  Operation of Medical Manager System and QuickBooks Pro Accounting  systems. AP /AR.   Operations all business equipment.  Medical  terminology.

Community Medical Center – Central Scheduler
Scheduling patients for facility wide testing, customer service, insurance verification



