Derek Anderson

4 Hunter Lane • Wyoming, RI  02898• (401) 207-9320• Derek_Anderson@my.uri.edu
Objective
To secure a position with a well-established organization where I can utilize my education and experience to become a contributing member of the organization.
Education
University of Rhode Island, Kingston, RI






        5/2011

B.S. in Political Science with a Minor in Business Administration
Dean’s List GPA: 3.6/4.0
Community College of Rhode Island, Warwick, RI




        5/2008

A.S. in Liberal Arts
Dean’s List GPA: 3.8 
Experience
Rob Levine & Associates   Providence, RI




                2013-Present
Social Security Case Manager

· Verifying attorney representation and authorization forms have been received and processed 

· Checking the status of clients social security disability claims 

· Handling multiple lines of communication to answer clients’ questions and concerns

· Serving as liaison between clients and the Social Security Administration 

· Completing appeals process online through the Social Security’s’ website

· Processing and submitting necessary documents to Social Security
· Requesting medical records from medical facilities and providers
· Updating client’s case files using Needles software and LMS

· Mailing correspondence to clients, attorneys, medical facilities, and Social Security.

· Filing various documents received from clients, medical facilities, attorneys, and Social Security.
A/Z Corp.  North Stonington, CT







      2012-2013
Support Services Administrator
· Administered and maintained the company’s primary document and content management software program

· Generated and customized financial and project related reports using Crystal Reports and Timberline Report Designer

· Trained employees to use the company’s accounting and document management software

· Created workflows to streamline and automate processes for several departments

· Set up jobs in the company’s primary financial reporting system, Timberline

· Extensive paperless filing and data entry using Smart Search
· Produced creative ideas to help departments become paperless

· Traveled to remote worksite locations to assist individuals in using various software programs

· Distributed estimating numbers and set-up estimating jobs in accounting software

· Updated and customized Estimating reports using Timberline Accounting and Crystal Reports

· Created several different user friendly guides to help employees understand primary functions of SmartSearch and Timberline

· Created and maintained the organization and structure of multiple databases

URI Foundation   Kingston, RI






                     2009-2011
Accounting Assistant


· Verified the account and fund information to authorized requestors for over 1,000 accounts
· Assisted in the reconciliation of monthly accounting statements 
· Monitored incoming donations and account balances

· Posted activity to designated funds using accounting software such as Blackbaud
· Extensive filing and data entry using excel
· Mailed hundreds of monthly and quarterly fund reports

· Performed various tasks using Microsoft Access and Excel spreadsheets
· Supported individuals as they entered office and via phone

· Assisted with all other administrative office duties
Abercrombie & Fitch   Providence, RI






      2008-2010

Brand Representative

· Maintained appearance of store while assisting customers
· Conducted store updates and floor changes
· Assisted in merchandise loss prevention
· Training of new employees
· Making bank deposits
Computer Skills
· Proficient in Microsoft Office programs (Word, Excel, Access, PowerPoint, Outlook, XP)
· Mastery of SmartSearch Document and Content Management
· Proficient in Timberline Accounting software
· Needles Case Management software

· Crystal Reports

· Lead Management System
Other Experience/Awards
Volunteer work for SHARE food program





       2006-2008

Awards

· 2008 House of Representatives National Scholar Athlete of Year
· 2008 1st Team All-Region Selection (Men’s Soccer)
· 2007-2008 Team Captain (Men’s Soccer)
· 2007-2008 Team MVP (Men’s Soccer)
