Chris A. Hibbard 
601 N Park Blvd, Appt 904 				       Alpha Numeric Data Entry: 13400 KPM
Grapevine Texas 76051 			                                10 Key Data Entry: 10800 KPM
682.521.3584 
chrishi678@gmail.com 

Objective                                                                                                              
 To obtain a position that meets organization’s objectives and compliments my professional growth, where I can utilize my knowledge and experience for achieving the company’s objectives.
Professional History 

Company: - CEVA Logistics 							Nov 2010- July 2011
Accounts Receivable									
· Research and resolve problems with customer’s accounts.
· Monitored and managed assigned accounts- Customer calls, account adjustments, small balance write off, customer reconciliations and processing credit memos. 
· Audit account Receivable and Cash Management Procedures.
· Assist stations with questions regarding accounts and invoices.
· Notifies management of problems with customer accounts.
· Establish and maintain effective and cooperative working relationships with customers and sales. 
· Communicate & follow up effectively with sales dept regarding customer accounts on a timely basis. 
· Accountable for reducing delinquency for assigned accounts.
· Reconcile customer disputes as they pertain to payment of outstanding balances that are due 
· Provide excellent & considerate customer service to customers. 


United States Marine Corps, Camp Pendleton, California                                            2008-10
Supply Administration and Operations
· Provided extensive customer service to all levels and many units including international relations
· Supervised and coordinated the receiving and distribution of over $1 billion of assets from manufacturers to Marine units in California and Afghanistan 
· Mentored new Marines to fit the standards and expectations of the Marine Corps 
· Specialized to evaluate each customer’s needs to provide the appropriate and commendable service 
· Conducted various training programs and exercises 
· Maintained inventory control databases on a desktop computer 
· Developed and honed professional skills such as problem solving, communication, and professional etiquette 

Specialty Skills

· Able to perform Accounting skills such as General Ledger, Accounts Receivables, Payables, Invoicing, Journal Entries, Intercompany Accounting, and General Bookkeeping
· Advanced in Microsoft Office – Excel, Word, Outlook, Access, Powerpoint
· Experience in the following programs:
· Aceva – Accounts Receivable System
· Worldport
· Class
· Celerant – Inventory Control Database
· Oracle
· Experienced in administrative duties, customer service, and professional/social interaction 
· Extensive experience in 10-key, proofreading, document formatting, phone centers, data entry, databases, and record keeping 
· Works well in a fast-paced environment and able to meet goals
· Professional in character and appearance 
· Strong desire to succeed and inspirational to others 
· Excellent verbal and written communication 
· Exceptional problem solving skills 

Education 
· Pursuing Bachelor of Accounting from University of North Texas.
· 2009 USMC Supply School, Camp LeJuene, North Carolina 
· 2008 USMC Combat Training, Camp Pendleton, California 
· 2008 USMC Marine Corps Basic Training (Boot Camp), San Diego, California 
· 2008 Graduate: Keller High School, Keller, Texas


