Tanoya A. Barnes
12480 E Iliff Place Aurora Co, 80014        ph: 720- 290-3569         E-mail: tanoya.barnes@yahoo.com

OBJECTICE 
To find an entry-level position where my analytical problem solving, and accounting skills will increase revenue, customer satisfaction, and business development.  

SUMMARY OF QUALIFICATIONS
Over 5 years successful experience in general accounting, billing analysis, account maintenance, and sales.
Ability to plan, implement procedures, and meet deadlines
Proficient in Outlook, Lotus 123, Quick Books, MAS90, SIS, SAP, Microsoft Excel, PowerPoint, and Word
Ability to train, motivate colleagues and create effective reports
Creative in delivering presentations, with strong oral and written communication skills
Ability to multi-task, and handle and complete several quality detail oriented projects successfully

EDUCATION
Bachelor of Business Administration in Management 
Texas Southern University- Jesse H. Jones School Of Business- Houston Texas
Aurora Colorado- Overland High school 2005 
WORK EXPERIENCE
Just Energy- Houston, Texas
Billing Operations Analyst- February 2012- Current
· Research and maintain high quality and timely enrollment processing for field sales, direct mailings, website, telephone, and utility partnering channels; interview customers eligible for utility assistance
· Proactively enter and calculate enrollment payments, credits, refunds, and delinquent balances
· Collect and process payments on enrollments in a timely manner and generate disconnection notices renewal letters, and billing invoices, determines to deny or approve income restricted enrollments
First Data Corporation- Houston, Texas
Merchant Accounts Receivable Specialist- September 2010 – February 2012
· I successfully verified the accuracy of billing calculations, payments, refunds, and credits. 
· Complied with the provisions of the FDCPA, and the FCRA laws
· Generated Invoices and other account documents
· Reviewed merchant accounts and compared and resolved billing inconsistencies.
· Maintained a high retention rate with merchants wanting to terminate contractual agreements by quickly presenting solutions that were beneficial to the company
· Maintained and input information into a billing database, used an array of skilled collection techniques to reduce aging of delinquent accounts, and assured achievement of department goals and objectives.
· Conducted skip tracing and outbound collection phone calls to high-risk merchants
· Collected, processed and tracked documents, clearing for payment to satisfy accounts
The Lineman Clinic (intern)- Houston, Texas
 Marketing Assistant- January 2010- August 2010
· Developed, organized and implemented strategic marketing campaigns, and materials, which delivered a first year profit of 5% above goal. 
· Performed business plan writing, and conducted and planned company programs and community activities 
· Enhanced public image and recognition of The Lineman Clinic within the community through new business development, community outreach, and aggressive networking.
· Maintained program data base and client files
· Prepared and managed budgets, from $10,000 to $85,000 
· Created sponsor packages and successfully acquired sponsorships and negotiated business contracts.
Affiliated Computer Services- Houston, Texas
Customer Service Representative- September 2008- January 2010
· Built and maintained customer relationships and responded to customer inquires via phone and email 
· Assisted in account maintenance and business development  
· Prepared reports to track workload, sales, response time, and quality of input
· Organized, planned and implemented department goals to increase customer satisfaction
· Researched, identified and presented products to existing and potential to expand sales  
· Generated monthly sales over $17,000 per month
Texas Southern University-Barbra Jordan School of Communications- Houston, Texas 
       Administrative Assistant- work-study position- August 2006- July 2008
· Developed and kept track of departmental budgets and plans, kept track of student and classroom schedules in department. Managed department documents, Answered phones, assisted callers appropriately. Took meeting notes, assisted students with inquires and other administrative duties as assigned. 
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