DEBRA L. EBLE
1388 Garrison G201

Lakewood, CO  80215
720-877-8158
debraeble@hotmail.com
OBJECTIVE:

To obtain a position where I can utilize my administrative assistant, accounting, payroll, data entry, human resources, customer service, and organization skills.
EXPERIENCE:

Accounts Payable

Inventory

Organization Skills

Medical Terminology


Accounts Receivable

Payroll


Bank Reconciliation

Customer Service
Data Entry


Human Resources
Federal/State Taxes Input
Clinical Check In
Notary License


Appointment Setter
Detailed Oriented

10-key by Touch
Excel



Microsoft Outlook
MS Word


QuickBooks
Sage MAS 200/400

Prolog


Travel Arrangements

Scanning 
CHP+ program


Mortgage Loans
CBMS



MMIS

HCPF Certificated

CBI Clearance

Oracle



Spark



EMPLOYMENT HISTORY:

09/2012-11/2012
CITY & COUNTY OF DENVER, DENVER ELECTIONS DIVISION, 201 W. Colfax, Denver, CO 80202, 311 Information Dept Election, Phone Center

· Customer service for questions regarding November 6, 2012 Presidential Election

· Mail In Ballots, Register to vote, Voting Service Center, Changing information 
10/2011-04/2012
EXPRESS PROFESSIONALS/STATE OF COLORADO  DEPARTMENT OF HEALTH  CARE POLICY & FINANCING, 1570 GRANT ST, DENVER, CO 80214,    CHP+ Audit Project, Administrative Assistant/Technician Eligibility Division
· Accesses, reads, and interprets application status of Family Medicaid and CHP+ clients’ data elements on the MMIS and CBMS system.
· Logs findings of application and file status on Microsoft Excel spreadsheet for retrieval when requested by Office of State Auditor.
· Researches discrepancies to resolutions using both the MMIS and CBMS systems.
· Scanning of Medicaid files, applications and supporting documents.
· Converting Medicaid files, applications and supporting documents to searchable Portable Document Format (pdf) files.
· Files Medicaid folders, applications and supporting documents in appropriate status locations; Active, Archived or Immediate Destruction.
· Other duties as assigned.
Computer software:  Microsoft Outlook and Excel; Health Care Policy and Financing (HCPF) Intranet; Colorado Benefits Management System (CBMS) and Medicaid Management Information System (MMIS) and (scanner) One Touch 4.0.  Hardware:  Xerox DocuMate 765 Scanner; Xerox WorkCentre 7545
08/2010-02/2011
EXPRESS PROFESSIONALS/DEPARTMENT OF REVENUE, 1881 PIERCE, LAKEWOOD, CO 80214,    DATA ENTRY CLERK
· Audit of out of State titles

· Data Entry of Car Dealer stubs

· Quota of 550 Car Dealer stubs per day
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02/2009-03/2010
SNELLING  TEMPORARY/DENVER HOUSING  AUTHORITY, 2426 W. 26th Ave, Denver, CO, ADMINISTRATIVE ASSISTANT
· Processing Section 8 applicants, verify income, employment, bank records and  housing with landlord

· Working with landlord who are listing their properties with Denver Housing

09/1993-04/2010
THOMAS LUNDGREN AND COMPANIES, 3333 SO. BANNOCK, ENGLEWOOD, CO  ACCOUNTING CLERK
· Balancing of GL accounts, coding GL accounts on expense and income

· Answering Phones, Set Up Appointments 

· Entering Payroll, Open New Accounts

· Entering Federal/State Taxes
· Calling Customers Verifying Appointments
02/2008-09/2008
COLD FRONT DISTRIBUTION/STIVERS TEMPORARY, 5151 BANNOCK ST., DENVER, CO  ACCOUNTING CLERK
· Answering Phone, Questions Due to Drivers Orders 

· Input Orders, Preparing Journal Entries for Reviewing/Correct Price Changes
· Process A/P and A/R Transactions 
· Balancing General Ledger Accounts
·  Input Invoices, Process Daily Cash and Checks for Deposit
·  Monthly Inventory, Verify & Correct Discrepancies and Errors
·  Balancing of Delivery Drivers Paperwork
· Organized and Detail Oriented

· Outstanding Customer Service Skills

04/2004-09/2007
DENVER RUBBER COMPANY, 2640 W. 2ND AVE, DENVER, CO 
ADMINISTRATIVE ASSISTANT/ACCOUNTNG CLERK
· Bank Reconciliation, Input Orders
· Enter Invoices, Pay Weekly Invoices
· Enter Sales Taxes, Human Resource Assistant 
· Process Daily Credit Card Transactions

· Make Daily Cash and Check Deposits

· Customer Service – Verifying Orders ready for pickup or delivery

11/2001-5/2003

THE MORTGAGE COMPANY, 7343 So. Alton Way, CENTENNIAL, CO
LOAN PROCESSOR/ADMINISTRATIVE ASSISTANT 

· Answering Phones, Set Up Appointments

· Payroll Clerk, Input Clients Loan Application 

· Verify employment, Rental, Banking, 

·  Process Paperwork for Closing 
3/1996-11/2001
WELLS FARGO BANK, 1700 BROADWAY, DENVER, CO  - BANKING ASSOCIATES III

· Mortgage Loan Processor 
· Verify all Paperwork in Loan Package is Signed and Notarized

· Responsible for Review, Audit, and Correction of Loan Application

· Process Transfer, Wire or Cashier Check for Closing   
· Adjust and Balance of Warehouse Line if Credit

· Banking Associate for Warehouse Mortgage Companies

09/1993 – 03/1996
EL TENIENTE CONSTRUCTION, 3131 Tejon St. Denver, CO  - OFFICE MANAGER

· Payroll for approximately 35 construction worker

· Processing paperwork for new hires, drug test, background checks

· Reconciliation for Bank Accounts

· Ordering office supplies

· Filing State, Federal, Unemployment and Workman Comp taxes for workers
Page 3

04/1990 – 09/1993
UNIVERSITY OF COLORADO HEALTH SCIENCES CENTER, CANCER/AID RESEARCH CENTER, 4200 E. 9th Ave., Denver, CO -  ADMINISTRATIVE ASSISTANCE III 

· Budget Accounting for Grants for Cancer and Aids patients Research studies

· Update patients files 

· Receptionist/Check in Patients

· Authorizing signatures from Doctors approving payments for studies

References:

Thomas Lundgren, Thomas Lundgren and Companies, 720-435-7976



Vyness Robinson-Allsop, State of CO, HCPF, 303-866-2599



Susan Holmes, Staffing Consultant, Express Pros,  303-238-3500




Marilyn Hartshorn, Cold Front Distribution, 303-321-2369 x 223



Cheryl Nelson, State of CO, HCPF, 303-866-6316
