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Roshanda L. Johnson

Phone: (720)297-0459 

Email: RLJ36@OUTLOOK.COM
Aurora, CO 80041
________________________________________________________________________________________________
CAREER OBJECTIVE: 
To obtain stability with a company that has room for growth, great benefits, and a great team environment. I am teachable, coachable and approachable; I am a very dedicated worker with great work ethic

Education:
Community College of Aurora received Diploma
________________________________________________________________________________________________
 License:
 Nevada TAM/DRUG and Alcohol Awareness card 2013
 Nevada Health and Food Safety card 2013
 Colorado State Notary Republic Certification since 1999- Current
________________________________________________________________________________________________
Key Skills:
ERP Systems. Advanced-Microsoft, Advanced-Excel. -AdvancedOutlook, Quick Books, Oracle 11/SAP, Admin Document Design, Adobe Reader, 10 Key. Windows XP , Internet, Notary, Legal Forms, Crystal Reports, POS, KRONOS, Adding Machine, Cash Register, Fax Machine, Scanner, ________________________________________________________________________________________________
Employment History:
Quik Cash-Las Vegas NV (04/2012-09/2012)
· Maintain strong customer service, Process payday and title loans making sure the end dates fall within the correct time frame. Open and process any accounts payables. 
· Answering all customer calls, setting up collection appointments and payment dates, payment arrangements if needed.
· Process bill payments for outside vendors and cashing checks making sure all of the information is checked before proceeding if the amount is more than $1000 call manager and fill out correct forms.
· Processing money orders, loading payment cards, sending faxes, making copies and marketing to the surrounding companies.
Empire Education Group- Aurora, CO (03/2009-3/2012)
· Intake of students entering student enrollment and registration/admissions information into the class system POS. open receivables and distribute them to all offices. 
· Supervise and train all 30 plus students on front end procedures and also phones and how to cash out customers salon services.
· Multi-tasking and special projects by management team
· Coordinating and setting up for all orientations, open mail processing/payables and setting up for special events.

· Typing up all staff meeting minutes and sending them out on email, answer phones and setting appointments
· Processing all tuition, customer and retail payments and processing and taking deposits to the bank.

Devine Dedications-Denver CO (03/10-03/2012)
· Took care of all patients needs around the house and running errands
· Clean clothes and home, process accounts payables that need to get paid for client, change bed linen

· Run errands and assist to appointments

· Do any type of grocery shopping or shopping that is needed

Walmart-Aurora CO (10/08-3/2010)
· Maintain proper customer service and cash handling by ringing out all retail and grocery items.
· Cashing checks, processing returns, refunds, reloads, wire transfers, bill pay and money orders

· Supervising the money cage cover for the floor super until comes in or go to break.
· Work at the customer service desk customer service desk when needed, hand all Payables to managers
Canac kitchens@kohler-Centennial CO (7/99-10/2008)
· Processing Accounts payables and accounts receivables, daily track past dues, track all Past due builder invoices make sure nothing is 30 days over due.
· Process installer/service payroll and commission sales payroll

· Analyzing all customer contracts, employment applications, milage reimbursements, and exspence reports
· Process all cash and check deposits on a daily basis, special projects
· Process all petty cash, expense reports and hotel accommodations VP 
Law offices of Otoole &Jsbarbaro-Dever CO (1/97-7/99)
· Set up meetings with clients set up file for initial conference, prep pleadings for all hearings, prep exibits for all trials

· Must have strong customer service and good communication skills, as far as set up any client doctor appointments, meetings with attorneys or other council

· send out and type all correspondence and information from attorneys

· keep open communication with all judges and clerks for case files

· prep all documents pertaining to your case load

· took all calls from clients on your case load

· process any incoming mail for your client, process all payables for clients and your case load.

