Kimberly A. Michael



303-635-6485
Denver, Co 
Objective:  To secure a position that will utilize my skills, knowledge, and experience in order to grow professionally.

Experience:  

  2009- to Present    Key Motor Company 


Denver,  Colorado




                               
Office Clerk
· Handled all incoming telephone calls.
· Set up appointments for clients.
· Produced all sales orders and title work for the state.
 2007 – 2008            Navajo Transportation

Denver,  Colorado

OS&D Clerk

· Key member of the claims department. 

· Responsible to review daily shipping/receiving documentation for noted exceptions.  

· Worked with drivers and customers to resolve distressed freight & overage, shortage & damage issue.

2005 – 2007              Gencom Transportation

Denver, Colorado 

Rate/Billing Clerk

· Rating and billing of daily transactions for freight accounts

· Other duties include accounts receivables and collections of all past due accounts

1994-2004

North Park Transportation

Denver, Colorado

Accounts Receivable/Payable Clerk

· Performed accounts payable and receivable functions for all interline accounts.
· Duties included preparing bank deposits, balancing bank accounts, daily receivable reconciliations, calling on aging accounts and maintaining receivables as n/30.
1990-1994 
          HVH Transportation 


Denver, Colorado

 Billing/Rate Clerk

· Responsibilities included billing of all daily freight invoices.  Rated and billed intermodal bill of ladings.

· Assisted in driver’s logs and line haul records.

· Performed extensive customer service 

Education – Iver C Ranum High School

References -  Available upon request

