Shari Davenport
13460 Glen Circle, Broomfield, CO 80020
Cell: 720-840-5122
shari_davenport6@yahoo.com
Professional Summary
Precise, detail-oriented Accounts Receivable Rep with sound judgment and decision-making skills offering a 
strong work ethic and determination to complete tasks in a timely manner. Experienced in A/R processes and 
managing,vendor relations.

Experience managing accounting needs across multiple platforms. Advanced technical knowledge, including 
Excel, Word, Outlook, Apollo Reporting, Insight Reporting and Oracle.
Areas of Expertise
Account Management	Reporting
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)[image: ]Process development	Accounts Receivable
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March 2005 to May 2014
Accounts Receivable Rep
Broomfield, CO
Business-to Business collection calls, small dollar, calling end-users for approvals and delivery/pricing 
 (
 
)[image: ]issues.
Supported the E-Business team by fixing the rejected sales orders, and researching past due
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)[image: ]reconciled accounts for appropriate application of payments, and resolution of customer's 
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)[image: ]discrepancies.
Process Credit and Rebills
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)[image: ]Incoming and outgoing calls
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)[image: ]Provide invoices to customers
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)[image: ]Run multiple Reports out of Oracle System
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)[image: ]Adhere to monthly deadlines and projects
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)[image: ]Resolve issues quickly to prevent further aging of delinquent balances
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)[image: ]Researched and resolved billing and invoice problems.
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)[image: ]1st quarter star associate award 2011, Core values award 2012, 2013, Key performer award 2012 (2 
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)[image: ]times), Extraordinary Achiever award March 2014

Heritage Bank
February 2002 to March 2005
Senior Operations Assistant
Broomfield, CO
Assist customers with banking transactions
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)[image: ]Problem resolution
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)[image: ]Cross selling of various products
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)[image: ]back up to the Operations Manager
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)[image: ]Presided over all operational duties
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)[image: ]educated customers on the variety of loan products and available credit options.

Northern Colorado Drywall
July 1998 to August 1999
Accounting Clerk/Human Resources
Denver, CO
Ran the weekly payroll process
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)[image: ]Benefits/answered employee questions regarding Health Insurance and Dental Insurance and resolved 
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Conducted new employee orientation to foster positive attitude toward organizational objectives.
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)[image: ]Created and managed more than 50 confidential personnel records
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)[image: ]Colorado Credit Union League
November 1995 to July 1998
Account Service Specialist
Arvada, CO
Problem resolution
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)[image: ]balancing tellers from 10+ service centers
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)[image: ]Balancing of ATM machines from 5 + locations
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)[image: ]Customer service functions
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)[image: ]set up of new ATM machines
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Staples University, Peak Personal Performance course, New Manager Series-team development, Leadership, 
Workplace Productivity, Delegation, Culture workshop


Rocky Mountain High School
1986
High School Diploma: General
Fort Collins, CO, USA
Skills
Computers: 20-20 Worksheet, Salesforce.com, 10-key/data entry, Windows, Excel, Access, Word, Outlook, 
MS Office, ISIS, Apollo Reporting, Insight Reporting, Remedy, Oracle, EDD, Getpaid, Xign, Sciquest, Ariba

Accounting \Finance: A/R, Billing, Business - to- Business Collections, Reconciliations, ATB, Analytical and 
problem solving skills, EDD, Ecommerce billing and platforms, Strong written and oral communication skills, 
Strong multi-tasking and organizational skills

Customer Service: 17 + years customer service experience
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