April Franklin
301 Malley Dr. #92

Northglenn, CO 80233

(469) 585 - 4783

ayianna484@gmail.com

QUALIFICATIONS
   Professional attitude and excellent communication skills 

   5 years Office Experience: Expert PC operation skills, 82 WPM/Touch 10 Key, 

Advanced/Expert Level MS Office Suite Pro

   9 years in Customer Contact Environments 

   3 years Book Keeping and File Maintenance experience: QuickBooks Pro (2003-2012)

   Adobe Photoshop CS5, Adobe Illustrator, HTML

PROFESSIONAL EXPERIENCE
Accounts Payable; Savitz Research Center, Inc.  Dallas, TX 09/12 to 11/12

     Temporary assignment converting AP department to QuickBooks Premier 2012

     Balancing check registers of all offices

     Providing assistance to the company owner
Data Entry I; J.P. Morgan Chase via Randstad   Lewisville, TX 08/12 to 9/12

     Temporary assignment providing data entry for immigration and naturalization

     Government security clearance

     Handling confidential and sensitive client information

Senior Risk Analyst; Capital One Auto Finance   Plano, TX 04/12 – 08/12

     Top performer in Inbound and Outbound Call Center

     Collecting and processing past due payments

     Queue management

     Customer service

     Data Entry

Appointment Setter/Administrative Assistant;  Honeywell Security, LLC.  Dallas, TX.  02/12 - 04/12

     Customer service

     Administrative Assistant

Cashier;  WalMart, Bellmeade, TX.  03/09 - 07/09

    Customer Service

Office Manager;  PAS Software, Dallas, TX.  06/08 - 10/08

     Accounts Payable and Receivable via QuickBooks Pro

     Payment processing via QuickBooks Pro

     Audited and maintained records for over 600 active clients 

     Collected over 10k in past due payments

     Data entry and accuracy control for all accounts 

     Client support, services, and trouble shooting by phone 

Manager;  Lane Bryant, Lake Worth, TX. 05/07 - 06/08

     Exceeded sales quota first year  

     Was in the top percentile in new credit applications 

     Successfully managed daily correspondence, reports, emails, etc.

Office Manager;  WolfPaw Computers, Lewisville, TX.  02/05 - 05/07

     Accounts Payable and Receivable via QuickBooks Pro

     Audited and maintained records for over 200 clients 

     Data entry and accuracy control for all accounts 

     Processed credit cards and payment information via Authorize.Net 

     Client support and services by phone 

     Billing and business lead documentation 

Crew member;  Braum's, Irving, TX.  04/04 - 11/04

     Customer service

Deli/Bakery Personnel; Kroger, Irving, TX.  09/03 - 04/04

     Customer service

     Receiving customer orders and inquiries by phone 

Office Intern;  Sugar Glider Connection, Irving, TX.  05/02 - 06/03

     Customer service

EDUCATION
North Lake College, Irving, TX.  2004-2006, 2010

   Associate of Arts with emphasis in Visual Arts

   President of Computer Technologies Club - 2005-2006

   Captain of the Student Leadership program – 2005-2006

Note: Periods of unemployment were spent as at-home mom, in school, or job searching.

