Julie Malone
Thornton, CO 80229
720-583-0085
 jmzeph317@gmail.com
________________________________________________________________________________________

PROFESSIONAL EXPERIENCE
Achievements:
· I was asked by the district manager to identify what was not working in the Denver office. I identified problem areas of communication, office procedures, and a lack of filing systems. I established office procedures and implemented communication changes that were needed for teamwork to be built. Working with others, I came up with a filing system that worked for all our needs, and I got everyone trained in using it. After this was implemented efficiency in the office increased. Instead of functioning as individuals the office starting working as a team.
· I set up an aging spreadsheet so all weekly aging reports could be tracked and followed up on.
· I worked with one client who owed 1.5 million reducing the debt to $400,000.
· Designed a sign out and sign in system for a purchasing card so I could track all purchases and get receipts.
· I tracked all office expenses, so I was able to streamline expense and cut back by 6% monthly.  One way I did this was contacting vendors we did business with to establish relationships and negotiate the best deals. 
· Established relationships with hotel managers in areas where we did field jobs to get discounts for employees staying there so we could get the best rates and discounts for longer stays.
· Processed high volume of invoices, more than 200 in a week.

September 2012 – April 2013			Total Safety Inc 		Denver, CO
Business Administrator Level 3/Office Manager
· Office manager, A/R & A/P responsibilities
· Handled all aspects of invoicing/billing customers
· Entered all information into company’s invoicing database
· Coded and processed Credit Card statements for payment
· Weekly payroll for 12 employees using ADP and UltiPro systems
· In SAP looking up and coding of invoices
· Issued PO’s, created work orders and sales orders
· Answered and resolved customers’ enquiries over phone
· Generate weekly aging reports
· Research and analyze accounts
· Contact delinquent customers to secure payment
· Determine payment schedules with customers
· Investigate and resolve billing and account discrepancies
· Prepare accurate monthly billing adjustments
· Month end closing
· Pays invoices by verifying transaction information; scheduling and preparing disbursements; obtaining authorization of payment.
· Back up for answering phones
· Booked flights and hotels for any employees traveling
· Set up with hotels discounts for our employees to stay at their hotel
· Human Resources - new hire paperwork supervised filling out and processing
· Human Resources - processed drug testing paperwork
· Human Resources – maintained personnel records and other tasks
October 2010 – September 2012			Mistras Group  			Denver, CO
Accounting Administrative Assistant
· Handled all aspects of invoicing/billing customers – high volume
· Entered all information into company’s invoicing database
· A/R responsibilities
· Expert online entry (EDI) to various client’s accounts payable system  – SAP, Open Invoice, Ariba, Suncor SAP, Cyber Source
· Initiate collection efforts to successfully boost receivables from 2% to 6%
· Booked flights and hotels for any employees traveling
· Set up with hotels discounts for our employees to stay at their hotel
· Answered phones when needed
· Customer Service
· Assisted with month end close

2006-2010					Grace Covenant Church 	Cornelius, NC
Executive Assistant
· Reconciled and prepared all reports such as financial, expense, purchase orders and corporate card statements
· Performed all account reconciliations and the coding of invoices/billings and verified ledgers. 
· Created and distributed budgets internally and externally
· Provided ‘all aspect’ support to senior-level management and board of directors
· Managed a heavy calendar
· Prepared domestic travel arrangements, i.e., air travel, hotel and rental cars
· Coordinated staff and board meeting
· Created and distributed information internally and externally
· Planned, organized and coordinated various departmental events
· Screened phone calls and emails
· Communication liaison between management and staff and management/staff and customers


ADDITIONAL WORK HISTORY

1982-2005		Office Supervisor		Covenant Players, Los Angeles, CA


SKILLS

	· MS Word
	· MS PowerPoint
	· ADP, UltiPro

	· MS Outlook
	· MS Excel
	· Windows 7

	· MS Publisher
	· SAP
· Accounting database systems – Rental Man/IFS
	· Event U Scheduler



EDUCATION

Colorado Christian University/Rockmont College, Lakewood, CO
BA 1980

