Millie Lujan								719-310-5387
									millielujan5@yahoo.com


Areas of Practice
General Ledger Management		Payroll Systems Management	Medicaid Billing
Bank Reconciliations/Deposits		Accounts Payables		Human Resources
Vehicle Registration Management	Health Insurance Enrollments	

Software
QuickBooks Desktop		QuickBooks Online		Blackbaud FENXT
Paylocity Payroll		Microsoft Outlook		Microsoft Excel, Word
Sandata SANTRAX System	HCPF – Medicaid Portal		COTRAMS – Transportation Billing

Experience
Finance & Accounting Payroll Specialist				10/2017 - Present
Disability Services, Inc. dba Envida				
	Reconcile business checking/savings account
Reconcile business credit card accounts
Accounts payables
Cash management/bank deposits/remote deposits
Process Monthly Billing
· Medicaid Non-Emergency Medical Transportation & Home Service Clients/Colorado Dept. of Transportation/Pikes Peak Area Council of Governments
New hire processing / Manage employee database
Process payroll
[bookmark: _GoBack]Insurance enrollment
Maintain vehicle titles/registrations

Bookkeeper (Work from home)					09/2014 - Present
Peak Business Services		
		Working with QuickBooks for CPA, Katy Smith
	Bank Statements, Credit Card Statements and Mortgage Statement Reconciliations
	
Secretary							10/2013 – 08/2017
Dent Works Colorado Springs, CO 
		Working with QuickBooks, Manage all business and personal accounts for owner 
		Schedule hail damage appointments or minor dent appointments
		File Hail Damage auto claims for customers needing automotive repairs
		Other job related duties as Personal Assistant (running errands, scheduled doctors apt, calling 
		To dispute charges for various vendors as needed)



Bookkeeper (Work from home)					08/2013 – 12/2018
Oaktree Business Services
		Working with QuickBooks for CPA, Roger Williams
		Bank Reconciliations & Credit Card Reconciliations

Office Manager							10/2005 – 08/2013
New Home Connection Real Estate
Processed all incoming leads daily
Maintained customer database for leads coming through various NHC websites.  
Assigned and distributed all to perspective agents
Managed leads lead database for most up to date information
Established all new incoming agents to Leads Management system
Constructed Action Plans/Drip Campaigns from two Lead Management systems 
Track all Buyer/Seller Contracts for all homes “under contract”
Dispersed all correspondences for the NHC office
Maintained sales spreadsheet for NHC that have been completed or failed 
Responsible for tracking, updating, renewing and paying all license fees for New Home Connection and Hello Colorado Springs
Procured and acquired office supplies as well as sign riders, for sale signs, NHC signs and open house signs for office and agents
Managed log for all lockboxes that have been issued to agents for listings
Maintained, open and close files for NHC
Submitted payroll to NHC accountant bi-weekly
Filed, scanned, copied, scheduled in accordance with business needs
Managed correspondence with other business units, vendors, agents, and customers


								
