
Mark  Exlos-RaBer
	objective

	
	To maximize opportunities and gain valuable skills that will help me advance in the business world.

	Experience

	
	K&K Interiors, Inc.  (2012 – Present)                                   Sandusky, OH
March 2012 – Present

Collection/Credit Supervisor
· Collection on all accounts over 30 days late
· Processing Net 30 and Credit Terms

· Accounts Receivable/Journal Entries

· Human Resources

· Check Posting to Customer Account

· Auditing

· Supervisor of Collections /Credit Area of Accounting
· Generating reports for all Account Managers of Accounts on hold due to past due balances

· Running Weekly Aged Receivable Reports
Hyatt Legal Plans, Inc. (1999-2012)
Cleveland, OH

Nov 2001-March 2012
Staff Accountant (formerly Claims Payment Rep/Accounting Assistant)

· Knowledge of all the business Accounts Payable Functions

· Account Write off/ and monthly adjustments

· Responsible for Mid-Month and Month End Close of Attorney payments (We pay over 30000 claims a month)

· Responsible for Payroll to over 4,000 law office per month and cutting an average of 2200 checks every fifteen days.

· Reconciliation of Attorney Payroll every fifteen days

· Responsible for Brokerage commission payment payroll every 30 days

· Responsible for all Direct Billing Members

· Account Auditing/ 1099’s/W-9 Tax Audit functions

· Payment of Fee Reimbursements to clients and Calculations 

· Responsible for month end close of attorney billings

· Support of 9 people 

· Knowledge of Microsoft Office Package/AS400/Lotus Products 

· Processing billing kicks/Accounts Payable/Accounts Receivable

· Responsible for ordering of supplies from vendor accounts

· Data entry

· Reconciling month end totals for Portable Enrollment and Family Matters Accounts

· Work with eligibility of members

· Cash receipts
March 1999-Nov 2001 Hyatt Legal Plans, Inc.
Client Service Representative (Support Team)

· Web Support, All email inquires through company web site

· Contacting Plan sponsors

· Knowledge of Access, Excel, Outlook, and Winfax

· Sponsor contact list formatting and maintenance

· Customer service representative/administrative asst.


· Receptionist

· Data entry and other administrative tasks

· Responsible for distribution and tracking of fee reimbursement form for all clients throughout the United States


· Responsible of training of new recruits into the call center

	
	1997-1999
Habitat Wallpaper and Blinds
North Olmsted, OH

Sales Representative.

· Responsible for 35% of store sales, exceeding commission goals

· Mastered extensive knowledge of hundreds of products

· Computerized order entry

· Store trainer for all new associates, received retention bonuses

	
	1994 – 1997
Affordable Computer Depot
Twinsburg, OH 

Sales Representative

· Consultative selling of computer software and upgrades of units

· Data entry, customer service, and technical maintenance duties

	Education

	
	1994
Strongsville High School
Strongsville, OH

	
	2010–Present
Tiffin University
Tiffin, OH

· Business Major    (Degree in progress)

· Cuyahoga Community College                                               Parma, OH

	References

	
	See Attachment. More Available Upon Request. 


Mark  Exlos-Raber
	References

	
	Mrs. Catherine Lazar 
Hyatt Legal Plans

216-241-0022 

X 4318

Ms. Kathleen Mavros 
Hyatt Legal Plans

216-241-0022 

X4302
Ms. Patricia McCormick  Hyatt Legal Plans     216-241-0022
X4316
Ms. Cassandra Preston  K&K Interiors            877-647-0011
X302

	
	



