PATRICIA RAIGOSA

2901 W. 63rd Ave. #89
H:  303-650-4492
Denver, CO 80221
E:  raigosapasty@yahoo.com
Skills include:  

	
Word/Excel/Outlook/Access


Typing (60 wpm)


10 Key by touch/Data Entry
	
Switchboard-10 + lines


AS400/SAP/Great Plains

Oracle JD Edwards Enterprise One


Experience
INTELLISOURCE/ULS






    2012-2013
Underwriter-DSCR Advocate for President and CEO of Bank of America
· Reviewing, analyzing, underwriting loan applications
· Reviewing financial statements, credit reports, and other supporting documentation
· Responding to customers complaints regarding their loan modification
 ACCOUNT TEMPS





       2012-PRESENT
 Accounts Receivable-Golden, CO
· Scanning and validating invoices for different oil well project
· Mailroom duties
· Faxed or e-mailed signed copies of delivery tickets
· Verified payment liens
· Placed accounts on hold for non-payment
· Mailed out monthly statements
· Made collection calls
ACME MANUFACTURING  





    2010-2011

Accounts Receivable-Denver, CO
· Heavy data entry of payments to customer accounts via ACH or lockbox daily
· Made daily deposits and mailed checks to lockbox
· I mailed out monthly statements to the customers
· Credit ratings to other vendors via fax
· Calculated monthly rebate’s to customer’s accounts
· I accepted credit card payments, and processed per customer’s request
· Made collection calls on past due accounts
Office Depot
2007-2009


Credit Fraud Analyst-Denver, CO

· Prepared case files for Loss Prevention managers for criminal court cases
· Viewed Internet orders daily and verified orders were legitimate and non-fraudulent, which entailed verifying the IP address as well as the bill to and ship to addresses
· Contacted various banks credit fraud departments to report fraudulent orders
· Intercepted and cancelled fraud orders via internet, or contacting UPS or FedEx
· Observed fraudster trends, and shared info with the FBI
The job store/adecco/act1  
2005-2006


Accounts Payable/Account Receivable/Receptionist-Denver, CO

· Composed and distributed inter-departmental memorandums (e-mail, documentary and voice) ensuring timely delivery
· Verified W-9 on file before making payment to vendor
· Performed mailroom duties, adding postage, UPS, FedEx
· Efficiently handled various types of customer payment accounts
· Heavy data entry of invoices for payment, averaging one hundred plus a day
· Made copies of checks, for deposit at bank
· Updated MSDS sheets
· Mailed out flooring samples to customers
