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	Objectives
To establish a career in an environment that promotes personal and professional growth that will allow me the ability to fulfill business objectives and to ensure quality service.
Education
December 14, 2008	     Metropolitan State University of Denver            Denver, Colorado        
Bachelor Degree - Accounting 

May 25, 2002                            Smoky Hill High School                                      Aurora, Colorado
High School Diploma                                                             
                                
computer skills

Microsoft Word                  Microsoft Outlook
Microsoft Excel                  QuickBooks
Microsoft Access
Microsoft Power Point 
Oracle
Vista 
DOS
Ability to type 80 + words/minute
Min-tab
Experience
Department of Veterans Affairs, PC@HAC
Creek Drive North, Suite 450, Denver CO 80209           
From: March 11, 2012- Present                          
Supervisor: Thach Dan  
Telephone: (720) 889-2348
Present employer may be contacted
Position: Budget Analyst 
                                           
                                                                                                                                 
I have the ability to Analyze budget proposals, financial reports and expenditures; and develop recommendations for budget allowances. Monitor departmental expenditures to ensure proper allocation of budgeted funds on a monthly basis. Complete Quarterly analysis of agencies and provide information for all necessary budget adjustments. Process the creation of Budget Development worksheets in Excel and Access. Compile necessary documentation for annual audit support as needed. Assist in the development yearly spend plan. Monitor budget execution, ensuring organizational requirements are in line with yearly spend plan. Provide financial reports such as contract obligation and expenditure reports, end-of-year funding balance, as well as weekly status of funds reports. Assist in the preparation of future year budget requests, ensuring operating plans are strategically aligned to organization’s mission, strategic requirements, and performance goals. 

Department of Veterans Affairs, PC@HAC
Creek Drive North, Suite 450, Denver CO 80209           
From: September 14, 2008 – March 10, 2012                  
Supervisor: Nina Maguire  
Telephone: (303) 398-5223
Present employer may be contacted
Position: Account Receivable Technician
       
                                                                                                                                 
I am able to demonstrate the ability to reconcile errors that require understanding of nonstandard procedure and provide assistance in the development of automated procedures for operations. My duties require me to review and analyze accounts receivable debts due and to ensure that dates are current and proper, preview and analyze beneficiary’s information and determine the best course of action to follow and recover debts on a case by case basis., prepare refund vouchers and payments for debt that have been overpaid, prepare all recurring on one-time report that detail the status of all active cases, amount collected, and cases closed or write-off. I have the knowledge to recommend termination of collection action after all collections efforts have failed, the debtor cannot be located, or an acceptable compromise offer cannot be secured. I am able to research and collect on Third Party liability claims.

Department of Veterans Affairs, PC@HAC
Creek Drive North, Suite 450, Denver CO 80209           
From: June 10, 2007 – September 18, 2008  
Supervisor: Chester Harland
Telephone: (303) 398-2300
Present employer may be contacted
Position: Voucher Examiner        
                                                                                      
By using an automated financial management system in support of the financial operations of the organization. I was required to Input several types of claims. I was also responsible to verify for incorrect data entries or omissions. No more than 1.75% error rate per year.

Office of Financial Aid /Metropolitan State College of Denver  
Auraria Campus: Speer Blvd. and Colfax Ave., Denver, CO 80217
From: 08/2002-04/2007                 
Supervisor: Theresa Godinez 
Telephone: (303) 556-4654                                                                                                                                   
Present employer may be contacted
Position: Financial Aid Advisor        
                                                                              
I was required to assist students with their financial aid process, handle all in-coming calls by reading data files, and cover the front help desk by answering questions concerning student financial aid information and accessing their files. I was sometimes required to assisting student in accessing their files via Internet.  I Handle new line phone system. Completed all training required due to law changes (government), intuition changes college and students grades (academic). Help transition traditional students and new students from other cultures and countries to adjust to Metropolitan State college of Denver rules and regulations.  
 
	
Metro Summer Scholars Program     
Auraria Campus: Speer Blvd. and Colfax Ave., Denver, CO 80217
May 2002–July 2006                                                                                                                                              
Supervisor: Donelyn, James 
Telephone:(303) 556-4023
Present employer may be contacted
Position: Peer Mentor

This was a eight-week summer program that provide graduating high school seniors who demonstrate academic potential and motivation for success an opportunity to get a head start on their college education at Metro State. As a Peer Mentor I was required to Monitor graduating high school senior’s to transition from high school to college. I provided students with content support, and general academic and social support. Peer Mentors goals are to help their mentees in a variety of ways:
· Improving study skills
· Helping students to learn to network with peers, faculty and administration
· Making referrals to CCSF and community services and resources
· Improving self-esteem and confidence
· Improving communication skills, including a clearer sense of what questions to ask when and where
· Strengthening  time management skills in personal, homework, and test taking situations
· Strengthening academic skills in general leading to student success.


Shortline Suzuki                                         
580 S. Havana St., Aurora CO. 80012
2001-2002      
Supervisor :Susan, Rutherford
Telephone: (303) 364-2200    
Position: File Clerk                 
            
Handled inventory and correspondence for the car salesman’s so they can obtain faster access to the                                 inventory information.
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