Rana L. Jennings

1115 Dayton Street, Aurora, CO 80010
916-549-3684

Rljennings70@yahoo.com
	Summary

	
	I am a well-rounded person with the ability to handle new situations and existing issues successfully, and with excitement.  I learn quickly and take direction well.  Computer literate and interface well at all levels.

	Employment

	
	11/2011 – 03/2014      Tri-C Mfg/Tire Recycling Division, Inc                              West Sacramento, CA

Office Manager/Dispatcher
· Dispatch drivers(Class A and Class C) to the perspective customers via scheduling with time contstraints.

· Receive and apply all customer payments, make collection calls.

· Keep the vehicles in great running order – scheduling maintenance as well as ordering parts.

· All phases of A/R and A/P (entering, verifying, purchase orders)

· Keep the handwritten General Ledger balanced to Quickbooks

· All phases of weekly payroll.

· Answer multi line phones.
11/2009 – 04/2011      United Natural Foods, Inc                                                          Rocklin, CA

A/R Technician

· Post all payments via lockbox and ACH to the proper customer accounts.

· Bill, and prep for payables all drop ship billings.

· Fax, and email all customers agings and statements.

· Complete reverse credit holds.

· Complete all credit references.

· Reconcile accounts as needed, applying credits to the proper invoices.

· New account scanning.

03/2008 – 08/2009     Folsom Ready Mix, Inc                                            Rancho Cordova, CA

Credit Administrator

· Prelien all pours and/or jobs, prepare and send intent to liens, file mechanics lien, mechanics lien releases.

· Complete all progress and final lien releases per customers’ requests.

· Prepare all deposits per GAAP procedures.

· Make collections call on all past due accounts.  Resolve any issues customers may have by communicating with the sales men.

· Meet with Controller on cash forecasting weekly.

· Keep the receivables below the 60-90 day past due mark. Including but not limited to sending NSF checks to the District Attorneys office for further collections, writing up adjustment sheets as needed to clear the balances due to overpricing errors.

· Process all credit applications, including but not limited to running credit reports, credit references, decided on joint check agreement only, or the amount of credit extended to prospective customers.

· Process all credit card payments.

07/07 – 01/08
Bianchi Plumbing Co., Inc./MLW Home Improvements/Bianchi Heating and Air/Bianchi HVAC
               Roseville, CA

Accounts Receivables 

· Report directly to the Controller of Plumbing, the President of HVAC, and the President of MLW for monthly billings, any outstanding balances past 45 days, and any correspondence with our customers and the outcome of the correspondence.

· Check pricing (all Companies) against the pricing in the contracts, and the materials against the scope of work before creating any invoices.

· Make sure that all progress billing is complete with all required documentation and submitted to the builders on time using Master Builder software.

· Report directly to the Controller, about any price discrepancies from the budget and the AFP’s, Auto Vouchers, etc..

· Call jobsite superintendents for variance purchase orders for all extras that are turned into me for billing, following the proper billing procedures.

· Enter the weekly area managers schedules.

· Work directly with the warranty and options departments for all pricing to make sure there is not a discrepancy between what the contract states and what has been entered into the accounting system.

· Work directly with the estimators on contract pricing, scope of work, schedule of values, etc.

2/05 – 07/07
Blazona Concrete Construction, Inc.
                        West Sacramento, CA

                         Accounts Receivables Manager

2/03 – 5/04      Accounts Payable/Accounts Receivable Administrator
· Make sure that all billing is complete with all required documentation and submitted to the builders on time for a multi-million dollar company.

· Request the proper supplier lien releases.

· Make collection calls, i.e.: re-submitting invoices and backup if necessary, getting to know the payables customers by name and judge their attitudes when they answer the phone to avoid any confrontation.

· Report directly to the President, Controller, and Assistant Controller of the company to give them a weekly cash flow projection, help the Assistant Controller with the General Ledger entries and balancing.

· Apply cash receipts, and reconcile the customers accounts monthly, then make sure that deposits and    applied cash balance.

· Manage three other employees times and make sure that they are complying to the customers billing procedures.

· Train employees to use the Timberline software.

· Review contracts for pricing errors

· Enter the contracts into the Timberline system.

· Keep up to date with all the job costs, variances (profit and loss, etc.), report directly to the      Operations Manager, Vice President, and President of the company about any under bid jobs that I come across from the job cost reports.

5/04 – 2/05
Jensen Precast
        Sacramento, CA

Accounts  Payable/Accounts Receivable Administrator

· Match payable invoices to Purchase Orders, Packing Slips, Receiving Slips, and then enter them into Visual System for payment.

· Match delivery tags, loading tags, and sales tags, then mark them as shipped for the first process in the invoicing procedure.

· Double check the invoicing reports to make sure that all sales tax and delivery charges are correct.

· Reconcile customer accounts at month end.

· Provide lien releases for customers.

· Backup receptionist.

· Report directly to the General Manager on the collections, and give a weekly cash flow projection.

7/01 – 2/03
Davison Iron Works
Sacramento, CA

Production/Project Management Assistant

· Calculate the burn and radius for the drill line for the steel beams.

· Enter the information into the Peddihaus System for transfer to the drill line.

· Get submittals together for the General Contractors.

· Enter bids into the Fabtrol system for pricing, labor, job costing, etc.

· Back up receptionist on the multi line phones.

· Assist the project managers with submittals, change orders, taking calls from the General Contractors when needed.

· Create and maintain job files.

· Create and maintain the weekly safety agendas for the field workers and the shop workers.

6/95 – 7/01
Greenleaf Wholesale Florist
Sacramento, CA

Office Manager

· Answer multi line phones.

· Apply cash receipts, reconcile customers accounts montly.

· Serve the walk in customers at the front counter.

· Responsible for the daily cash, deposits, and the cash box balancing daily.

· Back up driver for the delivery routes when needed.

· Helped to implement the new software system from IBM mainframe to Unix based networked system.

· Train sales persons on the proper use of the new software and ordering system.

· Report directly to the Manager and the Corporate Office on the collections process and weekly cash flow projections.

· Order supplies when needed.

9/88 – 10/92
Winchell’s Donuts
Sacramento, CA

Store Manager

· Oversee twelve employees and manager their times.

· Order all product on a weekly basis without going over the budget.

· Weekly sales projections.

· Make sure the showcase is always fully stocked.

· Train new employees on the proper way to make the donuts (keeping items used sanitary, full knowledge of cleaning procedures).

· Report directly to the Regional Manager about cash flow, and any issues that may arise.



	Software 

	
	WBS(Unix based), Lien Writer, Command Alkon, Timberline, Master Builder, Quickbooks, American Contractor, Microsoft Word, Excel, Outlook, Access, DOS, Fabtrol, Unix based Accounting System, AS 400 Mainframe, misc. other software.

	

	
	

	
	References available upon request.


