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CHRISTINA ZETTERHOLM
2483 W. 91st Drive ♦ Federal Heights, CO 80260 ♦ C 720-431-9319 ♦ christinazetterholm@yahoo.com

______________________________________________________________________________

Professional Job Summary
University of Colorado-Boulder                                      
                  Boulder, CO
Professional Research Assistant





      Jan 2013-Present

-Process payables through Procurement Service System/CU Marketplace.  Verify invoices ready for payment, track funds, monitor open and closed purchase orders.  Reallocate expenses, reconcile monthly statements on acquisition cards accounts, resolve disputes, overcharges, etc. 

-Invoice customers for services provided, allocate receivables to correct accounts, provide monthly reports, and resolves discrepancies as required.   

-Supports and advises principal investigators with grants on current and future spending, monitoring fund availability, reconciles accounts, charge and recharges expenses as appropriate.

-Payroll/Personnel-reviews assigned payroll source documents for proper authorization and accuracy.  Completes personnel forms for new hires, change in class, salary raises, termination etc.  Calculate amount of salary based on percentage of appointment and salary.
-Reviews purchasing requests to ensure conformance of statutes, rules, regulations and procedures prior to making purchase. Verifies availability of funds in appropriate budget pools, monitors and pay invoices and other purchasing related activities.
-Monitors, tracks, and enters faculty and staff time/leave reporting.

-Process all employee reimbursements, non-employee travel and honorariums.  
Volt Services Group (Agilent Technologies)

            
                     Colorado Springs, CO
Technology Change Manager


       


    Oct 2005 – June 2012 
- Understands the environment and impact that a change request has to the applications, environments, processes, standards, and policies.
- Perform initial review of change requests while assessing the risk to the IT environment. 
- Plan, coordinate downtime, and obtain necessary approvals from designated business partners for each specific change request.
- Provides communications to all areas related to the change request. Ensure all required documents and approvals are secured to the change request. 
- Accountable for the change request process through to successful closure and accepts responsibility for risk introduced by the change.
LSI Logic, Inc.







      Colorado Springs, CO
Transactional Processing Specialist / Intercompany Processor
                   Dec 2002 – June 2005
- Processed vendor invoices for payment using SAP system.
- Maintained and tracked capital assets. Capitalized fixed assets per GAAP requirements and verified the physical locations of those assets.
- Created purchase orders and invoices and performed account reconciliation tasks.
- Provided direct customer support, and worked closely with procurement for PO validity. 
- Monitored EDI processes of incoming invoices and troubleshot problems for quick resolution of payment. Provided input of problems of EDI system for upgraded onboard paperless GXS system    
- Performed invoicing and account reconciliation tasks, created purchase orders.     
Spherion (Hewlett Packard) 





      Colorado Springs, CO
Accounting Processing Specialist 





      May 2000 – Oct 2002
- Resolved aged invoices and receipts, troubleshooting problem invoices as they occurred.
- Created training guides for new processors for the SAP system using PowerPoint and MS Word.
- Provided training to procurement group and vendors regarding Hewlett Packard business control guidelines and accounting policies. 
- Aided in the initial implementation of new SAP process. Processed invoices and credits on SAP and made GRIR account adjustments.  







- Received and resolved incoming internal customer calls, voicemails, faxes and e-mails regarding payment status on employee reimbursements. Provided continuous policy and procedure training to customers. 
- Researched and assisted customers with payables issues in the SAP environment.   Defined issue resolutions and dispatched cases to appropriate processors for resolution. 
Young’s Medical Equipment






     Lansdale, PA
Accounts Receivable Representative 




     Mar 1998 – May 2000
- Initiated collections and provided resolutions of high-dollar and high-volume private insurance accounts, including HMOs.  Provided positive customer service, and served as the primary contact for major insurance companies.
Central Sprinkler Company





          King of Prussia, PA
Sales Representative / Billing Clerk 




     Aug 1995 – Mar 1998
- Handled service and sales calls for all product lines.  Created purchase orders for outside vendors and processed credits, processed billing, receiving, and provided discrepancy notices. 
- Provided excellent customer service and answered telephones.
Inservco Insurance Services 






    Blue Bell, PA
Office Adjuster / Data Entry Receptionist   



      Nov 1992 – Aug 1995
- Successfully maintained open files on claimants.  Researched and set reserve requirements.  Organized viewing of medical records and processed medical payments.  Balanced monthly check registers.  Set up new claims.
Consolidated Brokerage Services, Inc. 



           Conshohocken, PA
Administrative Assistant 





 
      Apr 1991 – Nov 1992
- Proficiently performed all administrative duties – including managing customer communications.  Updated and maintained agent licensing, the mailing list, the company product manual, as well as all accounting and payroll records.  Worked with policyholders to update information and answer questions.
Kathy Karr Personnel, Inc. 






   Norristown, PA
Administrative Assistant / Receptionist




      Nov 1990 – Apr 1991
- Performed various long and short-term assignments – including data entry, answering telephones, general correspondence and other duties, as required.
______________________________________________________________________________
Education & Professional Development
· Colorado Technical University Online ♦ Colorado Springs, CO                

Bachelor of Science ♦ Business Administration in Healthcare Management
· Professional Certificates:  Business in Global Environment, Basics of Accounting and Finance, Human Resource Development, Business Fundamentals, Project Planning, Management Essentials, Organizational Systems Improvement.
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