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Anderson, Monica

Monica D. Anderson
5550 Mountain Springs Circle
Stone Mountain GA 30088
(678) 702-4118
deloris38@yahoo.com
Qualification Summary

Accomplished, results-oriented Customer Service leader with proven expertise in effectively resolving customer concerns by understanding the needs of consumers and addressing them quickly and completely.
· Ability in identifying customer needs and presenting appropriate company products and services
· Played a key role in reducing hanging balance for Home Depot by 92% ($260,000) as other customers, i.e., Lowes, & Dot Foods and US Food Service by 80%
·  Microsoft Word, Excel, Power Point, Outlook, Lotus 1 and SAP, Solomon Software 
· Excellent written, verbal and interpersonal skills

· Ability to work independently and with teams to meet deadlines in a fast paced, detail oriented environment
· Strong organizational and time management skills

Professional Experience

UTILIQUEST

Contractor  July  2013- present 

Accounts Receivable 
· Monitored customer accounts for aging deductions and credit request by partnering with accounts receivable and management by running reports,

· Submitting  past due requests, updating customer information, and gathering supporting documentation

· Providing customer service regarding collections issues, process customer refunds, process and review account adjustments, resolve client discrepancies and short payments.

·     Resolve all issues related to misapplied monies to accounts and apply monies to all open accounts prior to deadlines

· Distribute departmental mail

· Assist with distribution of invoices

Pratt  Retail Industry 

Temp   
Accounts Receivable / Deduction Specialists January    2013 –June 2013

Monitored customer accounts for aging deductions and credit request by

              Partnering with accounts receivable and management by running reports,

              Providing customer service regarding collections issues, process customer

              refunds, process and review accounts adjustments, Prepare documents 
             disputes package regarding BOL’s, Manifest for Home Depot Canada , Mexico,

             USA. Research in the Home Depot Portal to resolve  unpaid balances. Use
             AS400 to look –up purchase orders, also data entry as well.

CSM Bakery 
Deduction Specialist          March -2012- May 2012                   
Contract

· Monitored customer accounts for aging deductions and credit request by partnering with accounts receivable and management by running reports,

· Submitting  past due requests, updating customer information, and gathering supporting documentation

· Providing customer service regarding collections issues, process customer refunds, process and review account adjustments, resolve client discrepancies and short payments.
The Clorox Company
  August – 2005 – September 2011 
Alpharetta, GA
Accounts Receivable/Deduction Specialist
· Apply monies accurately and timely to assigned portfolio

· Manage the indexing on a daily basis

· Ensure customer deductions are properly applied and resolved expeditiously
· Partner with Financial Analyst to improve Order to Cash (OTC) process, determine root cause and identify ways to develop and ensure top performance with the customer and reduce deductions
· Resolve all issues related to misapplied monies to accounts and apply monies to all open accounts prior to deadlines

· Distribute departmental mail
· Assist with distribution of invoices

· Research, resolve, and track customer deductions. Work with sales brokers, customers, and other groups to research, report, and analyze root cause of customer deductions. Clear and collect on claims according to Standard Operating Procedures. Meet   or exceed goals to reduce aged deductions. Improve   invoice accuracy by investigating trends
DEDUCTION SPECIALIST
· Monitored customer accounts for aging deductions and credit request by partnering with Accounts Receivable and management by running reports, submitting past due requests, updating customer information, and gathering supporting documentation
· Performed research and classified customer trends
· Facilitated the timely payment of invoices by implementing a direct Store Delivery invoice organization system
· Under minimal supervision, performed a variety of accounting processing and/or analytical activities in support of the Accounting Department management and staff
· Provides support to Accounting management on annual activities, i.e., filing inventory, auditors, special requests, etc.
· Researches various documents, invoices, statement and reports that support the activities of assigned areas
AIG Insurance

June 2004- August 2006 
Alpharetta, GA
Validation Technician (P-T)
· Managed and verified scanned documents to meet company requirements to be released
· Performed batch editing to ensure high quality images
· Accurately assigned classification to imaged documents
· Ensured imaged documents are routed to proper location
Payments Support Technician
· Ensured that all payment requests received are processed within the same business day of receipt  

· Ensured high rate of productivity individually and with team
· Ensured that all checks met release criteria and routed to release for process in accordance with operational guidelines  

· Maintained a high level of customer service and responded within one business day to customer concerns, both internal and external  

· Accurately and timely documented information and facts such as stop payments, voids, and SAI’s for review  

· Obtained and ensured policy information was up to date in systems
· Responsible for making property & casualty insured payments to the

claimant

TRC Employee Staffing
May 2003-  September 2003

Atlanta, GA
Cingular Wireless

Customer Service Representative/Collections      

· Resolved customer issues, complaints and billing inquiries with the highest degree of courtesy and professionalism

· Provided alternative solutions where appropriate with the objective of retaining customers business  

· Recorded newly acquired clients into database and facilitated superior service by the usage of computer web-base tools that requires proficiency in typing and grammar
· Made financial decisions to protect/collect revenues and the ability to adjust customer accounts  

· Achieved sales quotas requested with a broad knowledge of company practices and operations that demonstrated leadership aptitude  

· Performed other related special projects as assigned
· Providing customer service regarding collections issues, process customer refunds, process and review account adjustments, resolve client discrepancies and short payments.
Belk Corporation
February 1999- August 2002
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Jacksonville, FL

Merchandise Assistant

· Responsible for successful planning, buying and maintaining inventory of a 45-store division that geographically accrued well over $5 million dollars in revenue; which included stock distribution, assortment and allocation 

· Reviewed regional demands and sales trends, SAP 

· Experienced in markdowns/mark ups
· Designed advertising and promotional material for national sales campaigns

· Processed spreadsheets to set up item databases for multiple report formats; and administratively supported buyers within the division office 

· Resolved purchase order contracts as requested
Stein Mart Corporation January 1998- February 1999


Jacksonville, FL

Buyer Assistant

· Managed merchandise purchase order postings and analysis 

· Updated merchandising vendor information for shipping, processing and inquiries; responsible for effectively increasing Point of Sale (POS) unit percentages by over 25%
· Resolved purchase order contract problems with vendors 

· Responsible for obtaining assortments  

· Analyzed divisional transfer requests and controlled operating costs  

· Reviewed purchase request and specifications for required approvals 

· Identified potential sources of products/services and solicited competitive specifications, terms and conditions
· Evaluated competitive offerings to determine the overall best value for a product/service appropriate value/price analysis  

· Prepared and conducted negotiations with vendors

Education
 AS Fashion Merchandising  


Florida Junior College  1984
