LORI L.  MUNDS

Obaasan03@aol.com    2062 E 144th Pl Thornton, CO  80602  Cell 303-726-2524

SUMMARY
	Accounts Receivable Specialists who demonstrates superior organizational and interpersonal skills.  Known for accuracy, attention to detail and timeliness in batch prepping, bank adjustments and intercompany transfers for an Industry leader Office Supplies. With more than 15 years of experience in payables, imaging, data entry and Accounts receivable.  
EXPERIENCE

06/14 – 09/14       KFORCE INC., Greenwood Village, CO 
			Data Entry 
	* Assigned to Select Energy Services
	* Keyed Driver data into GUI Software system 
 	* Filed Driver hard cards and field tickets into appropriate categories	

03/14 – 05/14       TAPFIN WORKFORCE, Birmingham, AL
			Accounts Receivable and Data Entry	 
[bookmark: _GoBack]* Assigned to Staples Advantage 
* Accurately apply payments to customer’s accounts 

06/08 – 02/14	STAPLES ADVANTAGE, Broomfield, CO 
			Accounts Receivable REC 1  
* Prepare batches for scanning
* Scan batches into system (Isis) 
* Apply bank Adjustments into system
* Set up daily intercompany transfers 

12/05 – 06/08	 CORPORATE EXPRESS, Northglenn, CO
			Accounts Payable – Imaging
* Sort mail on a daily basis – trade, non-trade, and CFS
* Prepare batches for scanning
* Scan batches into system (Isis) 
* Validate all batches – trade, non-trade, and CFS

04/03 – 12/05	 CORPORATE EXPRESS, Broomfield, CO
			Accounts Payable – Data Entry
	* Manually entered division batches
* Entered two types of vendors, Trade and Non-Trade
* Entered employee expense reports on a daily basis
* Assisted in sorting mail

11/97 – 04/03	CORPORATE EXPRESS, Broomfield, CO 
 Accounts Receivable/ Cash Processor
* Organize and input lock-box batches and all other payment items into the ISIS system on a daily basis. 
	* Accurately apply and post detail for consolidated payments to accounts receivable balances at
   detailed order level. 
	* Meet reasonable daily payment processing goals.
	* Complete accurate and timely batch sheets in Excel on a daily basis. 
	* Self-manage all individually assigned batches and other work.  

 
