Robin L. Espinoza   7168 High Street, Frederick, CO  80504        (303)257-8016
									           respinoza76@q.com

QUALIFICATIONS

*Accounts Payable: matching PO’s with Invoices,Data entry from paper invoices to Quickbooks/Excel while crediting correct accounts and jobs, reconciling bank statements and credit card statements, file organization, mailing out checks to vendors, processing new vendors, preparing credit apps as necessary
*Accounts Receivable: inputting charges to create invoices, using correct billing codes, processing credit card payments, preparing daily receipt totals, collection communication with patients and insurance companies, resolved payment disputes
*Payroll: verify timesheet totals and correct as necessary, maintain PTO and vacation balances, submitted payroll information to ADP for processing, Bi-weekly for 70+employees


  WORK HISTORY  	
Jan 2013-Present          Don’s Oilfield Service          Ft Lupton, CO
Phone: 303-857-1809     Supervisor: JoAnn Marez                   
Billing Assistant
· inspect and verify daily timesheet logs from drivers
· match timesheet logs  with disposal receipts
· input billing information from timesheets to spreadsheets
· convert spreadsheets to invoice and send out for payment

Jan 2012-Jan 2013       Longs Peak Animal Hosp       Longmont, CO
Phone: 303-776-6666     Supervisor: Kaylee Bearga                       
Veterinary Assistant
·  provided care and necessary treatment for hospitalized patients
·  venipuncture and IV catheter placement
·  supported veterinarians with exams, prescriptions, and creating  invoices
·  radiographs and various laboratory testing and analysis
·  surgical assistance and anesthesia monitoring


			Sept 2008-Dec 2011        Jasper Animal Hospital         Lafayette, CO
		Phone: 303-665-4002         Supervisor: Donald Dodge, DVM
		Customer Care Representative
· created invoices, billing and accounts receivable
· greeted clients, managed multiple phone lines
· provided excellent customer service, communication and education
· appointment scheduling, received and posted payments
· various opening and closing tasks
· developed strong professional relationships with clients


April 2004 - April 2006    North Denver Integrated Imaging      Thornton, CO
		Phone: 303-252-4363     Supervisor: Amy Gleim
		Accounts Payable Assistant/Accounts Receivable
· maintained an organized invoice/statements filing system for all vendors
· matched invoices with purchase orders/receipts
· transferred data from invoices to Quickbooks, crediting the correct accounts and jobs
· reconciled credit card statements
· prepared checks and mailed payments to vendors
· processed bi-weekly payroll for 70 employees
· maintained payroll personnel records
· organized incoming mail, prepared daily receipt totals for six separate divisions
· daily bank deposits
·  communicated with patients, insurance companies and physicians in order to facilitate medical      
             claim payments
· resolved payment disputes and helped to bring in revenue

Oct 2002 - Apr 2004                Apogee Waste              Broomfield, CO
Phone: 303-464-1899        Supervisor: Jeff Sprenger
Accounting Assistant/Customer Service
· Managed multiple phone lines, provided customer support, 
· Product/Service sales and created job orders
· Processed service requests and prepared invoices 
· Scheduled deliveries and pick-ups
· Accounts payable & accounts receivable support
· Weekly office supply inventory
· Collections


April 1999 - Jan 2001     Calvin D. Bailey Homes, Inc     Berea, KY
Phone: 859-986-6077   Supervisor: Calvin Bailey
Bookkeeper/Office Manager
· Accounts Payable: verified invoices for payment, wrote checks
· Communicated with Subcontractors concerning scheduling work and changes
· Accounts Receivable: created invoices, followed-up on payment
· Consulted with clients, ordered materials
· Requested bank drafts and scheduled closings
· Drafted floor plans and assisted with custom home estimates
· Managed cost spreadsheets


EDUCATION
	* High School Diploma: (Honor Roll) Berea Community High School, Berea, KY
* Berea College: Courses included- Accounting & Economics
* Accounts Payable College Work Study
* 20 years experience with Microsoft Word & Excel	
* 3 years Quickbooks


PROFESSIONAL REFERENCES

Jessica Pitts, CVT------------------------------720-383-1161 (co-worker)
Katharyn Gilmartin, DVM-------------------303-946-6391 (supervisor)
Emily Riegel -------------------------------------303-818-3439 (co-worker)

