Debbie Culver
902 Glenarbor Circle								303-776-6278
Longmont, CO  80504								culver5@comcast.net
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Qualifications__________________________________________________________________

· Proficient in Excel, Word, Daxko (membership management software), and Outlook
· Outstanding organizational  and problem solving skills
· Consistent and dependable
· Excellent ability to improve systems for efficiency
· Great attention to detail


Experience___________________________________________________________________________


· Ed & Ruth Lehman YMCA Longmont				1995-2013

· Accounts Payable/Receivable
· Manage membership cancellations, changes and billing methods.
· Childcare billing statements, chart attendance daily, weekly and monthly
· Colorado Preschool Billing 
· Process Social Services authorization, case worker and parental communications
· Collection of delinquent accounts 
· Manage corporate membership billing
· Assist in development of annual department budget
· Collaborate with department managers to create program forms 
· Responsible for copiers, postage machine and ordering office supplies
· Daily bank deposits

· U.S. Postal Service						1986-1995

· Sort and bundle mail for delivery
· Deliver mail on a 50 mile rural route
· Handle certified and registered mail


Education_____________________________________________________________________


· Polson High School						1972-1975
High School Diploma
· Excel Training							May 1998

