Jami Moss

12711 Colorado Blvd. L-1219 Thornton, CO. 80241

Profile
· Detail-oriented, efficient and organized professional that works well in a group or alone.  

· Strong analytical and problem solving skills.  

· Resourceful in the completion of projects, effective at multi-tasking with a positive and patient attitude.  

· Pride myself on being highly trustworthy, discreet and ethical. 
Experience

Payroll Assistant, Senior Home Care, Inc., Clearwater, FL -- August 2003 - June 2007

Reviewed time sheets and daily itineraries for number of visits, mileage claims, adjustments, etc. for accuracy and compliance with corporate guidelines.  Obtained required approvals, input data, proofed, printed and distributed weekly payroll for over 500 employees using Great Plains software.  Maintained personnel database as required. Reviewed and updated productivity data for weekly OSHA reports using Excel.
Data Entry, Crown Personnel, Clearwater, FL -- April 2003 - August 2003 

Performed general data entry.  Input data into a variety of computer programs with speed and accuracy.  Performed a wide variety of secretarial tasks in support of the business.  Hired directly by Senior Home Care.
Pharmacy Technician, Eckerd Pharmacy, Clearwater, FL -- June 2001 - April 2003

Prescription Processing.  Medicare, Medicaid & Insurance Claims Processing.  Customer Service.  Researched and resolved dosage conflicts, potentially harmful drug interactions, insurance issues and other matters to ensure patient safety/wellness and build customer loyalty.  Swiftly and correctly prepared prescription labels, calculated dosages, dispensed and prepared medications for completion by pharmacists.

Accounts Payable Clerk, Heritage Christian Center, Denver, CO -- June 1995 - June 1997
Responsible for all Accounts Payable processes.  Ensured input and timely payment of all vendor invoices.  Balanced batch summary reports for verification and approval. Assisted in Month End Closing and Year End Close.  Researched and resolved billing and invoice problems.  Setup and maintenance of vendor database.  Resolved collection and invoice discrepancy matters.  Responsible for weekly check run and General ledger management.  Processed accounts payable and expense reports in accordance with established policies and procedures.
Education

· Apollo College, Phoenix, AZ – Medical Administrative Assistant Program, 4.0 GPA 1999 

· San Pedro High School, San Pedro CA – Graduated 1992
Computer Skills

Microsoft Windows/Office: Word, Excel, Outlook Express; Great Plains, Medisoft. 
Typing speed: 60 WPM, Ten Key speed 11,000 keystrokes per hour.
Telephone 720-459-8981               Email jmoss626.jm@gmail.com
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