MARINA A. ROSMARIN - CHURKOVICH
e-mail:churkovich@gmail.com
303-523-5666
Administration and Accounting professional

----------------------------------------------------------------------------------------------------------------------------
SUMMARY:

I am dedicated and motivated professional with a strong background in Administrative support. I have years of successful experience performing a variety of activities. I am deadline-driven with outstanding organizational, customer service and multi-tasking skills using various software. I am a fast learner with strong ability to work independently and also in a team setting.

SKILL SUMMARY:
· Office administration
· Computer –Microsoft office 
· Medical terminology   

· Detail orientated                                     

· Excellent customer service skills      
· Diversity Awareness

· Strong organizational skills                       

· Professional and courteous

· Strong organizational skills     
· Self-motivated and conscientious
· Problem solving    
· Yugoslavian-German English speaking

· Typing skill and data entry  
PROFESSIONAL SKILLS:
SAFE AT HOME CARE, LLC LAFAYETTE                                                   2011 - current                        

By PATIENT HOME CARE – Part time job                                                      2005 - current                                 
· Care for individuals and families during periods of need; medical care and providing companionship.
· Prepare and maintain medical records (notes and progress) and personal needs.
· Provide clients with communication assistance, including correspondence, transportation, appointment coordination, billing and a variety of miscellaneous projects.
POWER PRODUCT SERVICES DENVER                                                         2008 - 2009
Accounting – Administrative Assistant 
· Responsible for customer service, switchboard and basic technical support.
· Processed and maintained Accounts payable, Account receivable, Bookkeeping records.
· Ensured accurate payment processed through invoice review and approval.
· Prepared and administered all sales orders, completed on pre-order processes and proposals.
· Responsible for sales support which included opening new jobs, pricing, and shipping.
CLINICA CAMPESINA - LAFAYETTE, CO                                                    2007-2008

Accounting Assistant, Administrative Assistant 

· Prepared and processed invoices for over 650 vendors and processed Account receivable.
· Worked on collections, Credit Card payments, receipts and all accounts reconciliation.
· Frequent correspondence with all departments regarding purchases and billing.
· Processed all electronic deposits for two medical clinics, and banking,

· Resolved 3rd party Health Insurance, donations, and electronic payments 

· Prepared and verified personal expense reports, mileage reports, porches order, 

expenses, and employee reimbursement, Assigned for variety of Administrative duties.
TEWELL WARREN PRINTING COMPANY – DENVER, CO                                                                        2006-2007
Accounting Assistant - HR Assistant and Administrative Assistant

· Performed Account Receivable and Account Payable duties, reporting, created invoices using Pro-forma, processed job descriptions using spread sheets, and providing excellent customer service

· Calculation and confirming of all freight shipping, worked on shipping documents and taking deliveries

· Executed financial reports for the corporation, setting and calculating taxes, reconsolidation, sales reports, JE for Health, Bookkeeping, Sales, and Medical benefits. Vast use of spreadsheet documents for reporting and support
· Organized accounting and HR office and worked on different projects as assigned

REATA ENGINEERING AND MACHINE WORKS – ENGLEWOOD, CO                                           2003-2005
General Office Assistant - Administrative Assistant to the Vice President and CFO
· Prepared and processed Account Payable, Receivable, Payroll service, including  ACH and EFTPS, calculated and processed State & Federal Taxes

· Provided support for Human Resources by preparing all necessary documentation, forms, enrolment in two systems

· Processed and worked on details for Financial Reports, Sales, Banking, Reconciliation and Bookkeeping.


Prior to 1998 to 2009 and  was a full time mom to two children and in order to supplement our income I worked part time at various General office, Customer Service, Administrative and Accounting positions through local temporary agencies in Denver Metro.  

JAMES HARRIS, MD – GREENWOOD VILLAGE, CO                                  1999-2002
Medical Assistant - Surgical Technician 

· Delivered exceptional care to 2-3 patients per day for extensive 8 hour surgeries; 

· Responsible for direct patient contact, medication delivery, and full post-surgical treatment;

· Sterilized all operating instruments and assisted doctor in hands-on role during hair transplant procedures; prepared follicular hair units and cut micrographs for transplantation (restoration) using state-of-the-art microscopic technology.
· Front office duties, credit card payments and other duties as assigned.

VOLUNTEER WORK:
·  Hayt Elementary school – Chicago Illinois                                                1997-1998

Worked with Special Aid, organizing books in library. Worked with Assistant principal Ann Smith very closely on delicate project with children from South America, immigrants with special needs. Helping in accounting department and other assigned projects. 

Immigration Center for Refugees, Winsen Luhe, Harburg, Germany         1993-1997
· I worked as a document processor, translator and general aide to the refugees. I also worked at the Red Cross during this same time, helping with the refugees. 

· Arvada Seven Day Adventist Church, Arvada, CO                                  1997 - current
I have been volunteering at the Arvada Adventists church helping at the food bank and also worked with the youth and volunteering with the office work. I am still volunteering at the church with the variety of church needs. For more information you can contact Pastor Anic at 303-888-6207
EDUCATION:
Heritage College,Denver, CO - Associate Degree of Occupational Studies     2009-2011
                              X-ray Medical Technician – Medical Assistant, Accomplished 320 hours 
                              Internship 
Truman Collage – Chicago Illinois

· General education with EASL improvement                                                 1997     
· Basic Office and Accounting improvement 



                                                          

Pero Kosorich, Sarajevo, Bosnia and Herzegovina
· Administrative technician (basic accounting classes)
· Human Recourse Assistant

Reference:
Adriana Castillo MA/RMA

 Allied Health Service Coordinator

Heritage Collage

12 Lakeside Lane, Denver, CO 80212

303-729-2629

Elizabeth Apodaca, RMA, CMA, CBAT

Medical Instructor

Heritage Collage, Denver, CO

Cell# 720-447-5889

Jessica Hitt-Laustsen

Heritage Collage Denver, CO

General education Lead Instructor

303-477-7240 Ext. 10117

Mel Curkovic, former Coworker and friend

Cell#720-840-1756

Hair Sciences center, Dr. James Harris office

5445 DTC Parkway
Greenwood Village, CO 80111-3045
(303) 694-9381

Gordo  Anic, friend

7090 West 64th Avenue

Arvada, CO 80003

Office#303-422-2369

Cell# 303-888-6207 

Veronica S. Raygoza, Friend
11419 River Run Parkway

Henderson, CO 80640

Cell# 303-523-6956
Business clients and co-worker reference will be provided per request. 

