Resume of Linda Johnston-Adams
E-mail address: summertimepurple@yahoo.com
142 S. Joliet Circle, Apt. #104

Aurora, CO  80012

720-971-9297
OBJECTIVE: To assist in an office setting as on Administrative Assistant, Payroll Clerk, but not excluding data entry customer service.  And to keep accurate quality customer relations in a team building environment.
Career Experience:

Service Source, Denver, CO, Clerk 2 04/2008 – 1/2011
Properly identifying and coding military personnel documents.  Scanning the documents, verifying the name, social security number, documentation I.d., date, order number that the “doc prepper” has used on the award, orders, correspondence, or medical records.  Using the Excel doc. i.d. listing and the ARMS computer system.  As a “Researcher” verifying the doc. preppers  and scanners accuracy.

H & R Block, Aurora, CO. Bookkeeper/Payroll & Customer Service Coordinator 09/01 -04/2008 
Responsible for Accounts Payable for fourteen districts, using the PeopleSoft Financial Program.  Researching of invoices, making sure they were paid on a timely basis.  Processing of district managers Travel & Expense Reports .  Reconcile cash, daily packets and bank accounts on a daily and monthly basis.  Prepare and submit bank transfers and various statistic reports to WHQ and the District Managers.  Accumulate, edit and approve payroll for fourteen districts, using StarWeb Program.  Assisting the Administrator with reports, spreadsheets, incoming and outgoing phone calls.  Enroll H & R Block in the Tax School, collecting payments up-dating credentials.  Processing of out-going & in-coming mail and UPS/FEDEX documents.  Assisting with mailing of the newsletter and other mass mailings.  Aiding the DEA with hiring process of prior and potential employees,  using the PeopleSoft Human Resources Program.  Greeting clients, answering phones and tax questions, setting appointments, handling cash, credit cards and check payments.
William Litvak, Attorney At Law, Denver, CO Legal Secretary 07/00 – 07/01

Prepared all court orders, motions, subpoenas and financial affidavits.  Maintained calendars for court appearances and office appointments.  Responsible for the up-dating of new client listing, filing system and handling of phones and ordering of supplies.

Department of Defense @ Lowry Air Force Base, Denver, CO, Accounts Technician, 09/98 – 01/00.
Process and distribute vouchers and registers to appropriate military branches.  Establish communication with internal and external customers.  Request missing vouchers and set-up in an internal military network.  Maintain, control and validate records in Access accounting database, also utilizing the military BQ, TSO, Excel and Word systems.
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Career Experience:
Multifoods Specialty Group, Centennial, CO, Purchasing Inventory Controller & Payroll Analyst. 08/97 – 08/98

Daily ordering of products requested by a broad client base across the United States.  Verify 

on-time pick-up and delivery of products.  Provided high volume of customer service relations with  multiple vendors on a daily bases.  Detailed data entry.  Weekly payroll for multiple distributions centers across the United States.  Maintained employee records,  up-dating vacation, sick leave, personal time off and disability compensation.  Organized an effective 

 up-to-date time card system.  Balanced and reconciled payroll wire transfers and weekly bases.

Rent-Rite Productions, Denver, CO, Controller/Office Manager, 03/93 – 06/97
Maintained accounts payable and payroll for six divisions.  Implemented health, vehicle and property insurance.  Managed a full staff payroll system for two divisions.  Supervised office and warehouse employees.  Handled multi-line phone system, ordering of company supplies and warehouse equipment.  Also, became a liaison between the United States and foreign vendors.
References of Linda Johnston-Adams

1.  Jeffery Meier

437  S. Kendall Street

Lakewood, CO  80226

303-936-3861

2. Peggy Becker

1206 Westfork Way

Watkins, CO 80137

303-366-1959

3. Charlotte  Hickman

1077 Alcott

Denver, CO 80219
303-935-9931
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Dear Personnel Administrator:

I am submitting the enclosed resume for your consideration.  

Should your company or organization currently have or anticipate an opening for an office professional with my skills.  I am a dedicated worker, with the ability to learn and self motivated to assist the company with the skills offered in the enclosed resume.

Please review the enclosed resume to see if I may be of assistance to your company.

Thank you in advance for your time and consideration and I look forward to hearing from you to schedule an interview at your convenience.

Sincerely, 

Linda Johnston-Adams
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