
Leah Bloyer
1483 S. Richfield Way, Aurora, Co 80017
Home: 303-755-2603 
leahbloyer@hotmail.com
Entry-Level Accounting/Admin. Assistant/Customer Service
	Profile

	
	Accounting/Administrative support professional offering versatile office management skills and proficiency in Microsoft Office programs. Strong planner and problem solver who readily adapts to change, works independently and exceeds expectations. Able to juggle multiple priorities and meet tight deadlines without compromising quality.

	Education

	
	Owens Community College, Toledo, Ohio  Associates Degree in Applied Science/Acctg

	
	Relevant Courses:
Accounting 1 & 2
Microsoft Office
Intermediate Accounting 1& 2
Business Communications
Micro and Macroeconomics
Human Resource Management

	
	

	Key Skills

	
	Office Skills:
	Office Management
Records Management 

	Spreadsheets/Reports
Front-Desk Reception

	Database Administration


	
	Computer Skills:
	Microsoft Word/Excel/Outlook


	Jackson Hewitt Tax Software
Microsoft Dynamics

	AS400
Movers Suite

	Experience

	
	
	

	
	Highlights:

	
	Communicates and listens effectively with Upper Management and co-workers
Always performed at a professional level with customers and fellow Associates
Able to diffuse stressful conversations with others to solve a problem
Always show empathy and compassion toward others


	Buehler Moving Companies				June 2010-July 2011
		Staff Accountant-Post Statement from Unigroup HQ’s to Microsoft 				Dynamics accounts, reconcile company drivers expense reports, reconcile 			receivables accounts with permission to write off up to $10,000 on individual 			accounts, audit transactions made in the GL to verify validity of accounts.
	Lakeshore Staffing, Denver, Colorado		Feb 2010-June 2010
		Contractor for Comcast Cable Company/Customer Service at various Service 			Payment Centers
	Jackson Hewitt Tax Preparation, Aurora, Colorado Dec 2009-Feb2010
		Handled payments for Tax Preparation for individuals, prepared Tax Reports for 		Individual tax returns.
	Hot Shotz Photography, Lawton, Ok		Oct 2008-2009
		Self employed sports photographer for youth sports, marketing, order taking, 			handled accounts receivable and payables for self employment.
	Towne Services/Bowie Corporation, Killeen, Texas Oct 2005-2007
		
Volunteer
	Served as Treasurer, organized fundraising, purchased all equipment, tracked all fees paid, tracked 
	expenses and conducted parent meetings for a travel youth baseball team.
					References on Request	
