Fleshia A. Gee

439 Graham Circle, Erie, CO 80516
Phone: 832-236-9526
Email: FleshiaGee@hotmail.com
OBJECTIVE

Obtain a position that will allow me to utilize my knowledge of accounts payable and receivable laws, regulations and best practices.   
SUMMARY QUALIFICATIONS

Dutiful, high energy, reliable professional with a successful record of accomplishments in foreign international travel (FIT) transfers, account receivable and accounts payable and management. 
Major strengths include strong leadership, excellent communication skills, competent, strong team player, dutiful respect for compliance in all regulated environments and supervisory skills including hiring, termination, scheduling, training, payroll and other administrative tasks.  
PROFESSIONAL ACCOMPLISHMENTS
Accounts Payable/Receivable Manager
Courtyard and Fairfield Inn by Marriott							 
Facilitated the daily cash distribution to cashiers and department heads, processed night audit, balanced and reconciled credit card transactions, prepared billing statements, coded invoices and managed all outgoing collection calls. 
Created internal purchase order for all departments, reconciled payments for banquets and group sales, managed the direct billing of accounts and the collection of payments for foreign international accounts. 
Front Desk Supervisor
Courtyard and Fairfield Inn by Marriott
Successfully hired, trained and supervised full-time and part-time guest services staff for two properties in Greater Houston. Increased staff performance scores in guest relations and customer service.
Managed the setup of new vendor contracts and accounts and coordinated monthly budgets. 
EDUCATION
Contemporary Learning Center                                                                 		      Graduated
GPA 3.84, Ranked 3rd in Class 
