Brenda Marie Leonardi	
1882 East 104th Ave 
Apt 631
Thornton, Co 80233
720-427-7501

CAREER SUMMARY
Over twenty five years’ experience performing general office procedures, where an in depth knowledge 
of office principles and considerable experience in bookkeeping, front desk receptionist, and customer service were obtained. Aspiring  to obtain a position as a Receptionist, Admin Assistant, or Medical Records Clerical in a dynamic environment, to handle  front or back office duties for the corporation. Respond to simple queries and route calls to the proper person, and improving my role as I enhance my customer service abilities and acquire knowledge about different services. 
· Computer Proficiency: In depth knowledge of Microsoft Office software.
· Ability to learn new software applications.
· Communicate effectively with staff/executives – Effective verbal/written communication skills.
· Attention to detail, excellent planning, organizing and time management skills.
· Customer-service orientation.
· Reliability.
· Front Desk abilities					
										303-255-5071
Payment Solution Specialist							Feb 2006-June 2013
Alliance Data										
· Updates and documents account information and records
· Selects appropriate customer correspondence
· Locates customer through acceptable skip tracing techniques
· Adheres to collection laws and internal guidelines
· Analyzes customer financial information
· Follows prescribed guidelines for bankruptcy, CCCS, fraud and disputes
· May request or perform account maintenance
· Responds to , redirects or escalates calls as appropriate
· Works with minimal direct supervision
· Performs other related duties as assigned
· Excellent research and negotiation skills
· Excellent verbal and written communication skills
· Ability to multi-task, work independently.
· Excellent problems solving, prioritize, and organizational skills

Accounts Payable Clerk/Receptionist						Feb 2005-Dec 2005
Zoll Data Systems			Lay off
· Assists account payable in handling of processing problems, questions & reconciliation as needed
Resolved misapplications
· Maintain complete, accurate and organized files, documents and records for management  staff
· Codes and process expense reports to ensure all traveling expenses are accurate and coded correctly for payment
· Inputs all account payable vendor invoices into Quick Books through data entry.
· Responsible for running various reports to ensure work in accurate and complete. 
· Ran check run weekly
· Back up Receptionist, answer phone
· Open, coded, and distribute all daily mail to departments
· Answer PBX, and emailed messages
· Sent out parcels
· Ordered office supplies
· Control access to confidential employee information and files
· Forecast and other daily change requirements

720-533-6500
Elections Specialist Clerk & Recorder						June 2004-Nov 2004
Adams County Elections								Temp Position
· Greets and directs visitors, answered phones, received and provided assistance for inquire or refers call to appropriate person.  
· Performed administrative support functions, complied data for special projects or reports.
· Types a variety of material.
· Assumed responsibility for correct spelling, punctuation, grammar and format.
· Utilized data entry, word processing and spreadsheet software to develop and maintain written information.
· Utilized file maintenance programs to enter, store and/or retrieve information to establish or modify existing files
· Assembled, balanced, and total all poll books for each prescient in Adams County
· Prepare photocopies & faxing of various documents & operate standard office equipment
· Open all daily mail, including stamping in all ballots, change of address cards, voter registration forms & absentee cards for data entry
· Attended training class for election and supply judges

Receptionist									303-524-6150 		
Medical Express									2004-2004
· Welcomes visitors by greeting them, in person or on the telephone, answering or referring inquires.
· Directs visitors by maintain employee and department directories, giving instructions
· Answered PBX 200 dimension console
· Opened and districted mail to appropriate employee or department
· Built each packets for traveling nurses depending on job specifications and requirements of job	

Customer Care Rep								Out of Business
Lightbridge Inc.								              2000-2004		     				
Child Care 									1990-2000
Mother at home
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Receptionist/Data Entry Clerk/Warranty Clerk				              1987-1990
Steel Inc.
· Welcome customers by greeting them, in person or by telephone, answering  or referring inquires
· Open daily mail
· Prepares source data for computer entry by compiling and sorting information: establishing entry priorities
· Processes customer and account source documents by reviewing data for deficiencies: resolving discrepancies by using standard procedures or returning incomplete documents to the team leader for resolution
· Enters customer and account data by inputting alphabetic and numeric information on keyboard or optical scanner according to screen format
· Verifies entered customer and account data by reviewing, correcting, deleting, or reentering data, combining data from both systems when account information is incomplete, purging files to eliminate duplication of data
· Ensures all product maintained parts or replacement covered under warranty by organizing, processing  and reviewing
· Collect money due on parts and labor 

			
Education
Northglenn High School				Graduate				1978

Front Range Community College		Accounting 101 				2002

Professional Career Institute Development	Medical Transcriptionist			2003

Usage & Function of PBX			Seminar													
Voice & Courtesy				Seminar
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