Clara Mineo
417 5th street
Carlstadt, NJ 07072
201-460-0985
Mineoc2000@yahoo.com
					Salary 14.00-16.00 Per hour


OBJECTIVES

To obtain an administrative support role that utilizes my customer service, collections, and accounting experience. 


EXPERIENCE

Staffmark. DHL solutions                      Carlstadt, NJ                                                    February 2012-June 2013
Billing and Logistics  

· Processed inbound and outbound orders, printed out the pick list, pack list and we dispatched the orders.
· [bookmark: _GoBack]Also did shipping and receiving and packed up the items to be shipped out safely.
· Prepared the Bill of lading for each outbound order and scheduled times for pick up and drop off.
· We were also responsible for packing up the smaller orders and made sure the dims and weights were notated on the order and the tracking number was then supplied to the vendor.
· Also did monthly inventory
· I was responsible for processing the daily billing, the end of month and keeping an excel sheet of all the daily orders and counts.
· I set up new vendors and made sure all the proper info was given so their invoices could be paid.
· I was responsible for retrieving all the transportation charges and setting up invoice to charge the company.
· I was also responsible for keeping a record of all purchases done by DHL, making sure it was approved, closed out and sent to accounts payable and all managers at the end of the month.


Rephen Law Firm	New City, NY	February 2008 – February 2010
Legal Assistant/Collections Specialist
· Collected on delinquent credit cards, household loans, quick cash, bounced checks, school loans, and gym memberships; conducting 200 to 250 manual and auto-dialing calls daily
· Devised most appropriate plans of action to resolve past due accounts
· Conducted skip-tracing investigations to track delinquent debtors
· Prepared daily activity progress reports to keep track of debtor payment dates
· Received monthly performance-based bonuses after my second month
· Collected more than $1500 a day 
· Scheduled 20 to 40 promise payments daily
· Created improved strategies and scripts to process loans more quickly, including a Spanish script


The Thayer Hotel	West Point, NY	December 2007 – February 2008
Night Auditor/Front Desk Clerk 
· Trained new recruits
· Reconciled daily audit reports of up to $27,000 by sorting, organizing, and verifying records
· Posted daily transactions to accounts and entered new activities and settlements
· Balanced accounts, monitored account codes, wrote and corrected journal entries
· Coordinated guest registrations, check-ins, and check-outs
· Managed all billing disputes and maintained transaction records


The Thayer Hotel	West Point, NY	March 2003 – December 2006
Night Auditor/Front Desk Supervisor 
· Recruited, supervised, and trained team of seven to ten hotel personnel
· Reconciled daily audit reports of up to $27,000 by sorting, organizing, and verifying records
· Balanced accounts, monitored account codes, wrote and corrected journal entries
· Processed monthly commissions for more than 300 travel agents
· Coordinated guest registrations, check-ins, and check-outs
· Managed all billing disputes and maintained transaction records






SKILLS

· Proficient in Microsoft Office Programs, Debt Master, Security Trax, Fidelio, Delphi & Sun Software, 
PBX systems with 200-plus Extensions 
· Fluent in Spanish and Italian
· Type 45-plus wpm 
· Exceptional customer relations and organizational skills 
· Certified in collections
· Equal ability to work independently, as a supportive team player, or as a supervisor
· I am also adept at managing customer service staffs, A/R, A/P, collections, reservations, and data entry

