
ANTHONY DOW CHRISTIAN
10251 Benton Street
Westminster, Colorado   80020
720-951-1150


SUMMARY OF QUALIFICATIONS

Accounting and Legal Professional with over 10 years of experience in accounts receivable, billing and preparation of time sensitive legal documentation.

· Expertise in A/R, A/R reconciliation, billing, aged receivables research and collection
· Patience, accuracy, speed, ability to prioritize multiple tasks and clearly communicate results
· High degree of confidentiality, professionalism, time management skills


EXPERIENCE

ALLSTATE DEALER SERVICES (Kelly Services)                                                                                      2015-CURRENT
Centennial, Colorado

CLAIMS PAYMENT COORDINATOR 

· Audit and pay claims from repair facilities
· Electronically attach repair orders to claims
· Communicate via telephone with repair facilities regarding payment issues


ARONOWITZ & MECKLENBURG, LLP                                                                                                     2004-2014
Denver, Colorado

ACCOUNTS RECEIVABLE MANAGER / LEGAL FORECLOSURE ASSOCIATE

· Prepared invoices and billed clients accordingly per designated billable event
· Posted incoming funds ($375K - $1M per week) to the appropriate accounts
· Deposited funds daily into the firm operating account
· Forwarded the daily and weekly accounts receivable report to the applicable personnel
· Followed up with clients regarding outstanding balances on the aged receivable report
· Prepared and distributed payoff and reinstatement documentation to the requesting party
· Quoted applicable outstanding attorney fees and costs to mortgage companies upon their request
· Processed service transferred loan information into the firm filing system and billed the transferring 
              lender for the applicable charges allowed




THE CASTLE LAW GROUP                                                                                                                         2001-2003
Denver, Colorado

LEGAL FORECLOSURE ASSOCIATE

· Prepared and distributed payoff, reinstatement and redemption amounts to the requesting party
· Monitored the foreclosure redemption period and sent deeds to the county Public Trustee for recording
· Quoted applicable outstanding attorney fees and costs to mortgage companies upon their request
· Finalized the foreclosure on accounts by sending the original documentation to the mortgage company


AMERICAN CENTURY INVESTMENTS                                                                                                     2000-2001 
Denver, Colorado

REGISTERED REPRESENTATIVE

· Obtained Series 63 Securities License
· Provided customer service and investment recommendations to shareholders
· Performed online purchase and sale transactions for potential investors and shareholders
· Fulfilled literature and account history requests

OPPENHEIMERFUNDS, INC.                                                                                                                     1999-2000
Englewood, Colorado

INVESTOR RELATIONS

· Obtained Series 6 Securities License
· Provided customer service and investment recommendations to shareholders
· Performed online purchase and sale transactions for potential investors and shareholders
· Fulfilled literature and account history requests

SOFTWARE

· Microsoft Windows, Word, Excel, Outlook, Word Perfect and On-Base applications
· Great Plains, TABS 3, LPS Desktop Invoice Management and I-Clear billing and accounting software
· LPS Desktop and Lenstar client communication software

EDUCATION

UNIVERSITY OF MISSISSIPPI                                                                                                                     

· Coursework towards degree




