                                                           Margaret L. Benning
1702 Cambridge Drive, #4
Longmont, Colorado 80503
E-mail:  megbenning@comcast.net
Cell Phone:  (303) 241-3708

OBJECTIVE:
Use of my varied financial, organization, office management and customer service skills to provide pleasant, consistent, efficient and accurate assistance as Accounts Payable Administrator.

EDUCATION:		Keller Graduate School of Management, Chicago, Illinois
				M.B.A.,		Marketing and Management.

				Northwestern University, Evanston, Illinois
		B.S.,		Elementary Education.		

SKILLED IN:	
· All aspects of small office operations, including operation of all office equipment, product orders, bookkeeping and customer service.
· Co-ordination of customer meetings: schedules and preparation; marketing presentations, use of     brochures, charts, reports, etc. 
· Scheduling and coordinating seminars, trade shows and event planning.
· Cash collections, spreadsheet and systems recording; bank deposits.
· Accounts payable:  coding; scheduling processing, record keeping.
· Document review and organization, including regulatory research, proofing, filing systems, record scanning and indexing.
· Employee scheduling and payroll preparation, using ADP.
· Supply ordering and inventory. 
· Operation of all basic office equipment and Microsoft Office software (Word, Excel, Outlook), QuickBooks, Peachtree Complete accounting software and ADP EZ-Labor/Total Source.

EXPERIENCE:

2/2012 to present	Varied positions as contractor, Broomfield and Longmont, Colorado
· For Bank of America, trained in knowledge of basic bank processes; specifically for mortgage loan modifications.
· Kept required schedule for various complaint resolutions.
· For PharMerica, trained to manage collections for specific pharmacies at the national call center.

5/2011 to 12/2011	HOVER COMMUNITY, INC., Longmont, Colorado
	Temporary position, Business Office Manager
· Direct customer service contact with residents and their families on financial issues.
· Coordinated all Banking activities, including cash receipts and deposits and all aspects of Accounting from Receivables to Accounts Payable, budgeting  and payroll.
· Housing Authority coordination for independent residents and Long-term insurance coordination for assisted-living residents. 
· Interacted with all departments on cost and payroll issues to help keep their budgets on track.
· Coordinated scheduling of expenses and calendar of activities to anticipate future expenses.
· Oversight of Reception desk and filling in as Receptionist, as needed.
· Initiated all staff records and weekly payroll for Human Resources.

3/2008 to 4/2011	CROCS, INC., Niwot, Colorado
	Logistics Manager
· Coordinated daily shipments from overseas factories.
· Scheduled high-volume inbound truck deliveries to customers and warehouses.
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(Crocs, Inc. – continued): 	
· Communicated with all Crocs international Logistics offices on shipment management, including calendars, reports, conference calls, and presentations.
· Negotiated transportation services and pricing with vendors.
			Used company-ordering (ERP) system to create reports for internal information.
· Initiated third-party freight payment process and cost auditing.
· Managed corporate Logistics staff.

1/2008 to 3/2008	Parent Care, Longmont, CO
· Due to staff capacity, could not take Family Leave from previous employer.
· Organized care and recuperation for seriously ill Mother for two months.

8/2005 to 12/2007	ESSENTIAL CONTROL SYSTEMS, Boulder, Colorado
Office Manager	
· Managed small staff and all Sales, Accounting and Operational aspects for this small, privately owned medical supply distributor.
1. Organized all orders, purchase confirmations, equipment and parts pricing estimates.
1. Implemented all marketing strategies, including news releases, educational workshops and trade shows, brochures and customer letter templates.
· Coordinated all Patient documentation and patient billing; including constant follow-up, especially with regard to rental equipment.
· Administered all work schedules, collected all time sheets, prepared payroll.
· Maintained Sales contact with Medical professionals (private and institutional) and patients, requiring strict attention to exact details involving their care.
· Initiated all claims, including Medicare, and follow-up billing.

6/2004 to 8/2005	RELOCATION TO CARE FOR ELDERLY PARENTS, Longmont, Colorado
· Due to staff capacity, could not take Family Leave from previous employer.
· Studied Father’s alternative home care options and budgeted expenses; became familiar with Medicaid and Medicare services.
· Met periodically with Long-term care professionals to evaluate Father’s health improvement.
· Applied for Medicaid home care through County Social Services channels.
· Arranged Father’s Long-term care discharge and professional home care for both parents.
· Prepared spreadsheet analysis of medical and living expenses for parents to be used in yearly renewal of both Medicaid and Veteran benefits.

6/2002 to 5/2004	MOL LOGISTICS, INC., Torrance (Los Angeles), California
Manager, Ocean Cargo Division	
	(North American total logistics division for Mitsui O.S.K. Lines.)
· Helped train and organize the Los Angeles office (head office).
· Prepared daily US Customs reports required on Ocean Import procedures (AMS).
· Co-coordinated US transportation via assigned vendors.
· Improved profitability of assigned accounts, 40% in 2004.
· Worked with company IT division to create more efficient Ocean operating system.
	
3/1998 to 6/2002	PANALPINA, INC., Morristown, New Jersey
	Project Agent, ASB Pan Projects Division 	
· Assigned to provide experienced coordination in the export of over-dimensional 
		cargo worldwide for one large, multi-million U.S. corporation,
· Provided thorough knowledge of all Export licensing and Import legalization requirements.  
· Complete knowledge of formal European forwarding procedures; including knowledge of foreign banking procedures, Letters of Credit, including Exim Bank requirements.

6/1973 – 3/1998	Various transportation positions, Chicago, Illinois.
