


Soo Bang
1729 NE Brockman Pl Seattle WA 98125 ● (206)368-9594 ● sbang7797@gmail.com


OBJECTIVE
[bookmark: _GoBack]Seeking for Administrative  Assistant/Data Entry Clerk position.

Proficient with Microsoft Word, Excel(Macros, Pivot Table,V-lookup) and Outlook 
Finance software, PeopleSoft, Oracle, Timberline, MIP and Accpac 
Adobe Acrobat, SharePoint, WPM=60+ and 10-key by touch=12,000kph



PROFESSIONAL EXPERIENCE

June 2011-Jan 2014(Contract)
Port of Seattle, Pier 69                                                                                                                       Mar 2012-Jan 2014
      Senior Office Assistant/Record Clerk in A/P and Payroll                                                                                                                                                             
· Scanning, validating and exporting Payroll documents and Accounts payable vouchers, invoices, travel expenses, p-card payment to SharePoint, e-filing using electronic imaging system, Scan Snap Manager and Ascent Capture Scanning. 
· Filing payroll employee’s documents, creating labels.
· Saved 20% of time of scanning process with high accuracy and recreated all employee filing labels.

Sea Mar Community Health                                                                                                           June 2011-Feb 2012
      Accounts Payable Clerk, Payroll Assistant(Contract)
· Opening mails.  Scanning and emailing invoices to obtain approvals.  
· Reviewing, Coding, entering non PO invoices, PO invoices and expense report. Processed daily over 100.
· Investigated and resolved discrepancies with internal company employees and management, or external vendors or customers. 
· Processed timely check runs.  Filing. Using Accpac accounting software.
· Sorting, coding, entering time sheet and matching with payroll report for salaried and hourly employees.

TKK express, Inc. (Parcel Services)                                                                                         Aug 2009- June 2011
      Bookkeeper 
· Bookkeeping, Recording for expenses in Excel spreadsheet, payroll tax preparation(941,  940,  L&I).

Housing Resources Group(Non-profit, Real estate)            	                                  Apr 2008-July 2009
      Accounts Payable Specialist (full cycle) 

· Reviewing leasing invoices, phone bills, utility bills, etc. Matching with packing slips coding, and entering. 
· Processed check request form, petty cash reimbursement,  mileage reimbursement, 1099. 
· Processed timely check runs. Filing. Using MIP accounting software.

Arbor Deli (Food)					                                                    Apr 2006-Apr 2008
      Bookkeeper 
· Bookkeeping, Recording for expenses in Excel spread sheet, payroll tax preparation(941, 940, L&I).
	








Washington Mutual(Bank), Starbucks(Retail) and Tatley-Grund, Inc.(Construction)  
     G/L Accountant, Accounts Payable Clerk(Contract)                                                                Nov 2004-Nov 2005
· Reconciled loan accounts, capital account and subsidiary accounts with detailed accounts
· High volume Accounts payable data entry.
· Processed US, Canadian expense, capital and PO invoices, sales taxes, use taxes and foreign currency, Researched payment reports, job costing and printed checks Using Oracle, Timberline accounting software.
Regence Blue Shield (Insurance)                                                                                                    Sep 1996-Oct2004 
    Accounting Specialist II (Accounts Payable),     Membership Accounting Representative(Eligibility),  
    Accounting Assistant(Temporary)
 

· Processed claims checks. Prepared month-end journal entries for claims suspense accounts, and processed unclaimed property, stale dated checks.  Researched and wrote letters to banks for investigation of forged checks. 
· Prepared Excel spreadsheets for uploads to PeopleSoft. Saved 1 hour and 30 minutes from manual entering. Using PeopleSoft accounting software.
· Reconciled travel advance account and A/P suspense account. Processed invoices, utility bills, phone bills etc. 
· Managed group insurance eligibility for members. 
· Resolved eligibility, billing issues with members, groups, brokers and sales department.
· Cash balancing and posting, reconciled payments for group accounts.
· Coding, researching, making entries for invoices, expense reports, phone bills, payment authorization forms
· Prepared Excel spreadsheets for journal entries of fixed assets.


EDUCATION & CERTIFICATE

University of Washington, Bachelor of Arts
Certificate in Accounting, Calculation and Typing
by the Korean Chamber of Commerce

CONTINUING EDUCATION & CERTIFICATE

Certificate in Accounting 101(Skillsoft e-learning), December  2012
Certificate in Accounting 102(Skillsoft e-learning), May 2013
Certificate in Accounting Fundamentals(Skillsoft e-learning), March 2014
Quickbooks Pro 2009(Skillsoft e-learning) in Progress
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