Tisha Marie Cunningham
3193 S. Decatur St. / Denver, Colorado  80236
Email: tisha7212@hotmail.com / Phone: 303/618-9584


Experience:	

		ADAPT 				September 1988 to Present
		Volunteer Position 
· Provided personal care for many people with multiple disabilities. 
· Transported people with disabilities in vans, thus included across the country.
· Led local Denver ADAPT chapter to national actions, which included organizing the logistics of traveling with 40 people with disabilities safely from city to city, and handled the bookkeeping.
· Completed room reservations for 500 participants of the national actions for 12 years.
· Provide ALL of the bookkeeping including accounts payable and receivable for National ADAPT for the past 14 years, which has a budget of approximately $400,000.00 a year.


Atlantis Community Inc.		June 1988 to October 2012
Salaried Position
· Provided personal care for people with disabilities that were clients of Atlantis such as bathing, transferring from wheelchair to bed and back, suctioning a person on a ventilator, personal hygiene, dressing, cooking, cleaning, laundry, and whatever was needed for the person to live independently in the community.
· Assisted with scheduling personal care workers for clients’ needs.
· Home Health Secretary for 7 years. These duties included data entry and organizing care plans, typing, and filing. 
· Clerical Assistant for the last four Executive Directors which included typing, filing, data entry, organizing, etc…
· Transported people with disabilities that were clients and staff of Atlantis.
· Client Financial Manager which included assisting with budgeting, paying bills, depositing money, distributing cash, and balancing checkbooks.
· Billing Coordinator for the Home Health Department for Medicaid services and organized pharmacy invoices.
· Section 8 Coordinator Assistant with duties that involved data entry, cleaning and organizing files, packets to be mailed and coordinating recertification documents for over 200 Section 8 vouchers from Supportive Housing Program and Colorado Division of Housing, as well as,  assisted in conducting Housing Quality Standard inspections and billed Denver Housing Authority.
· Payroll Administrator for 17 years.  This included entering new employees,   ensuring benefits and deductions are correct, pulling timesheets, calculating time sheets and time cards, data entry, tracking vacation and sick leave, submitting and running reports, and distributing checks.
· [bookmark: _GoBack]Bookkeeper for 5 years.  This included managing 11 accounts in 2 different banks with a $750,000.00 budget.  Also executed payables and receivables, monitored cash flow, deposited money in appropriate accounts and banks, copied all deposits and filed, drew money from correct grants/contracts and transferred to proper accounts.




Education:	

South High School			August 1986 to May 1991
		1700 E. Louisiana St. / Denver, CO  80210
High School Diploma


Skills:
		
· Self-Motivated and Ambitious
· Extremely Dependable
· Loyal, Dedicated, Honest and Trustworthy Employee
· Great Organizational Skills and Multi Tasker
· Complete Tasks Rapidly and Correctly
· Proficient with Microsoft Word
· Experience with Quickbooks
· Experience with Microsoft Excel
· Knowledgeable with Quicken
· Speedy and Efficient Typist
· Proficient with Paycom (Payroll) 
· Familiar with ADP Payroll 
· Skilled Bookkeeper / Accounts Payable and Receivable 
· Excellent Communication Skills
· Devoted Team Player and / or Enthusiastic Team Leader
 






Tisha Cunningham
~ 1 ~

