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ACCOUNTING SPECIALIST
Accounts Payable, Accounting Assistant, Staff Accountant

PROFESSIONAL HIGHLIGHTS
· Processed invoices for payments of electrical components 100+ paper invoices a day
· Processed EDI generated invoices 100 – 200 transactions a day
·  Responsible for payments of medical claims and invoices 100 + per day
· Handled customer service calls from vendors and clients
· Trained and coordinated workflow of three claims processors
· Collaborated on writing of procedure manuals
· Researched variances and took corrective action
· Vendor statement reconciliations
· Bank account reconciliations
· Cash handling


EMPLOYMENT HISTORY
· Accounts Payable Assistant
QED Electric, Denver CO			February 2012 – January 2013

· Lead Claims Processor / Accounts Payable Clerk
Total Longterm Care, Denver, CO 		January 2003 – December 2010

· Accounting Assistant
National Stroke Association, Englewood, CO	May 1996 – December 2002

· Accounting Clerk
Foothills Parks and Recreation, Littleton, CO	February 1987- November 1995


SKILL SETS include but not limited to
· Microsoft Office intermediate to advanced
· Excel intermediate to advanced
· Windows based accounting software
· 10-Key 10,000+ key strokes per minute
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Computer Software used
· Eclipse
· MCO (Medical Claims Optimizer)
· Cougar Mountain
· IMPAK

Education:
Bachelor of Science –Accounting		 Regis University 
Associate of Science – Accounting		Arapahoe Community College
Associate of Science – Secretarial Science	Arapahoe Community College 

