Esther Luna

esretro86@me.com

4560 W Mineral Drive #1622 Littleton CO 80128

(720) 256-8841

Objectives

Seeking a position where my extensive experience

Will be further developed and utilized.
Experience

-01/2007-Present          Integrated Asset Services                     Denver, CO

Accounting Assistant/W9 Specialist

Post Close Audit-Once properties are closed I make sure all vendor invoices have been received and utilities have been turned off at the properties

W9-Maintenaning client database tax information into accounting system (Great Plains)

1099-At the end of the year, I scrub the system to make sure we have corrected information of vendors in our system.

Filing-File all W9’s that have been entered into the system 

Payments-research missing payments, post payables to GP, create BPO check batches

Customer Service-Answer agent questions about BPO payment status, returned checks, change of brokerage, change of address, W9’s & other.

-07/2004-11/2006       Chas Roberts Air Conditioning, Inc.      Phoenix, AZ

Office Clerk/Billing/Collections/Accounts Receivable/C.A.P. Coordinator

Processed and mailed billing statements to clients with outstanding claims. 

Negotiated payment arrangements with clients based on their outstanding claims or past due payments

Scheduling of weekly or weekend client A/C repairs.

Broke down costs (parts, labor, and tax) on Service invoices for clients.

Data Entry- Input break down cost, invoices, and daily total numbers into Excel

Answered incoming calls in regards to A/C servicing and repair options.

Managed maintenance renewal programs
Education

2004-2005
Glendale Community College
Glendale, AZ.

General Studies
Skills

-Microsoft programs such as Word, Excel, Outlook, & PowerPoint. Internet Explorer, Great Plains

-Type 42 wpm and 9,000 KPH

