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FELICIA BOLLIG
8420 Sheridan Blvd, Arvada, CO 80003 | C: 970-683-1903 | fbollig24@live.com
CAREER OVERVIEW
Office Assistant with broad background in accounts receivable, accounts payable, record keeping
and payroll administration. Strengths include excellent verbal and written communication, strong
analytical and problem-solving skills and working as part of a team. Expert attention to detail and
dedication to providing world-class service.
AREAS OF EXPERTISE
Accounts payable	Sales
Record-keeping			Retail
I-9 documentation					Cash Handling
Microsoft applications				Pricing
Billing						Inventory
Accounts Receivable	Shipping/Receiving
Multi-Line Phones	Scheduling
Quikbooks		Order Entry
Bank Deposits/Reconciliation		Order Tracking
Order Processing
Making Appointments
Gatekeeping
Accurate filing
Office Machines
EXPERIENCE
Worked quickly and efficiently, with minimal oversight, to accomplish
assigned duties. I have over Five years of office assistant/management
experience as well as sales and customer service.
EMPLOYMENT HISTORY
08/2014 to 01/2015	Local Support Specialist
StarTek - Grand Junction, CO
08/2013 to 07/2014	General Manager/ Trainer
Exclusive Athletic Club - Grand Junction, CO
07/2011 to 08/2013	Student Payroll
Colorado Mesa University - Grand Junction, CO
06/2008 to 07/2011	ACC. Payable/Payroll
IXP Pipeline - Fruita, CO
10/2006 to 06/2008	Revision Captain
Target Corp - Grand Junction, CO
03/2004 to 10/2006	Office Manager
Avalanche Creek LLC - Grand Junction, CO
EDUCATION
2005	Associate of Arts: Accounting/Business Management
Mesa State - Grand Junction, CO, USA
AFFILIATIONS
Currently Attending US Career Institute for my Medical Billing and coding
Certificate.
