Christina M. Schultz

HIGHLIGHTS
· Filing, Organization, & Record-keeping
· Data Entry
· Public Relations & Customer Service

· MS Office & Microsoft Access proficient
· Medical Field experience

· Deposits & Reports 
· Staff Training & Supervision


· Collections experience
· PeachTree Accounting 
· Invoices

· Oral & Written Communications
· Office Management
EXPERIENCE
2/11/15 – 2/14/15
Accounting Clerk




Accountemps/Roberthalf - Lakewood, CO



Source Office and Technology – Golden, CO
· Input of A/R invoices
· Applying payments to customer accounts
· Special orders for customers
· Supporting the credit release process for ordering
· Back-up to customer A/R requests 
· Posting invoices to the accounting systems 
7/7/10 – 10/29/2014
Office Manager



Oak Forest RV Park - Austin, TX
· Oversaw the maintenance and daily activities of 162 total sites

· Trained and supervised current and new staff, as well as those employed by the park
· Oversaw receptionist area, including greeting and checking in visitors, phone and in person reservations, and responded to telephone and in person requests for information
· Deposits and reports averaging $70,000/month
· After hours support. Responsibilities included: problems or issues with utilities, and assisting residents and overnight guests
11/14/09 – 2/15/10
Front Desk Receptionist

Evins Temporaries/Excellent Personnel Consultants, Inc.

Satellite Healthcare (Wellbound Of Austin) - Austin, TX


· Assisted Facility Administrator and nurse with medical document preparations, maintaining

medical equipment, and general orders

· Maintained medical supply inventory closet
· Coordinated inventory orders and office supplies

2/10/09 – 7/23/09
Front Desk Receptionist/Recreational Assistant



City Of Cortez Parks & Rec Department - Cortez, CO
· Greeted numerous visitors and responded to telephone and in person requests for information

· Created new accounts and renewed current memberships of over 100 people
· Educated and promoted up-coming classes

11/10/08 – 1/9/09
Part-time Bookkeeping/Assistant Office Manager



     




C D L Trucking, Inc. - Arrow Towing & Recovery - Cortez, CO

· Assisted the office manager with time sheets, invoicing, collection of past due accounts, deposits, accounts receivable, and accounts payable
7/24/06 – 10/8/08
Administrative Professional/Head Receptionist 

Southwest Internal Medicine -  Cortez, CO

· Handled all Medical Records requests that included scanning of documents, maintained medical charts, electronic filing system, and maintenance of electronic and paper files

· Ordered x-rays, labs, and patient referrals to other medical facilities

· Managed the day-to-day calendar for patient appointments

· Provided vendor support

11/11/02 – 07/2006
Administrative Assistant and Collection Specialist
ARS (Automated Recovery Systems, Inc.) - Cortez, CO

· Head collector that worked on over 100+ accounts and had contact with three Major Credit Bureaus, loan/mortgage companies, and banking facilities
· Legal document preparation and filing paperwork at the County Court House and County Clerks Office
· Responsible for daily deposits and reports
EDUCATION
August 2013 
Associate of Arts Degree (General Studies/Liberal Arts) – 
Austin Community College




Austin, TX
                                                        










TRAINING
5/13/2008
The Outstanding Receptionist Seminar (presented by Fred Prior Seminars)

        
Farmington, NM

