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SUMMARY
Organized and responsible Office Support Specialist and Accounting Clerk with more than 10 years experience across diverse industries.  A commitment to providing superior customer service, with the ability to manage several tasks in a high- paced environment. 

Reconciliation


Ten Key 14000 kHz

MS Office Suite

Payroll



Document Scanning 
l TC \l1 "
Office Machines
Peachtree


Accounts Receivable

Production worker



Lawson



Type 35 WPM

 
BPI computerized Accounting
Accounts Payable
Oracle

PeopleSoft (Accounting & Payroll) 

ATM Processing
AS400

Medical Records &   Mail
EXPERIENCE

U.S. Bank



    Englewood, CO


11/2012- Present
Mortgage Loan Processor Support
· Prepares and processes mortgage loan records, files, and correspondence from application through approval.

· Pull and Print correspondence from the system for mortgage loan to close. FHA, VA, conventional, refinance mortgage loans.

· Assures compliance with bank, regulatory, and investor guidelines and customer service standards.

· Answer telephones, direct calls, and take messages.  Communicate with customers, internal staff, brokers, counsel, and title companies to respond to inquiries, resolve problems and obtain all necessary documentation required for the file.

· Maintain and update filing, inventory, mailing, and database systems, either manually or using a computer.

Third Way Treatment Center


 Denver, CO


04/2007- Present

Mental Health Counselor 
· Male & female offenders with substance abuse and other co-occurring behavioral health issues   
· Assisted juveniles with their budgets, managed their money, and taught them keep an accurate balance of their checkbook
· Completed intakes, assessments, transport, discharges and case management duties 

· Provided milieu management, support counseling activities, record keeping and maintained effective documentation 

· Administered and monitored drug testing services for Urinalysis (UA), Breath Alcohol (BA), and Anti-Abuse with clients





Sprint Telecommunications 


Denver, CO  


12/2006-6/2007

Accounting Clerk
· Cash processing including lockbox, bank account and GL account allocated and processed up to 3k invoices individually on a monthly basis   

· Lock box: process incoming checks, currency processing, research vendor issues
· Compiled, computed, and recorded billing, accounting, statistical, and other numerical data for billing purposes. Prepared billing invoices for services rendered or for delivery or shipment of goods  

· Reconciled accounts, processed payments, ensured accurate data is entered to consumer account
Linda Haithcox
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JPMorgan Chase 
 


Denver, CO 


7/2005-11/2006 TC \l1 "
Accounting Clerk
· Received deposits from armored carriers or internal departments and processed up to 5k invoices individually on a daily basis
· Compile ATM, merchants and corporate accounts deposits, debit or credit merchant accounts
· Currency processing filled currency orders, reconciled balances, and made bank deposits for the Federal Reserve Deposit
Buckley Air Force Base 


Aurora, CO


4/2004-7/2005 TC \l1 "
Accounting Technician

· Currency processing, reconciliation, and expense reporting, also included processed up to 1k invoices individually on a daily basis   

· Posted and applied payments to the appropriate general ledger accounts

· Prepared the bank deposits and processed all the EFT payments

· Processed, reconciled and audited all the expense reports, i.e. government expense reports, travel expenses, credit card reconciliations and matched invoices with purchase orders or appropriate backup documentation









Mecklenburg County Sheriff Department 
Charlotte, NC 


11/2003-4/2004 TC \l1 "
Property Technician / Accounting Clerk
· Collected inmate property, deposited and disbursement of inmate’s funds, processed inmates information into County system

· Posted and applied all payment to the correct departments, and inmate’s accounts.

· Processed incoming, out inmates by documenting all property and funds at the time of entry

· Prepared all documentation for inmate transportation and inmate transfers

· Reconciled the inmate’s accounts, balances cash on a daily basis

· Investigated accounts and resolved discrepancies

Citigroup Auto Division 


Denver, CO


4/2001-11/2003
Accounts Payable Specialist



· AP Processed up to 4k invoices individually on a monthly basis  

· Coded incoming invoices to correct general ledger
· Made sure the appropriate approval were present, and entered incoming invoices into the system

· Prepared check runs daily, scanned invoices and match purchase orders

· Researched vendor issues, manually processed invoices, prepared daily report with check run.
· Processed deposits and performed other duties as assigned

Citigroup Auto Division

Title Clerk




Denver, CO


4/2000-4/2001

· Mailed processing titles for the different state, getting title from various locations where vehicles were being held to let management know a title or lien was received

EDUCATION

Ashworth University 


A.A., Criminal Justice
Atlanta, GA 

Community College of Denver 

Accounting 

Denver, CO
