BARBARA G  NELSON

barbaragnelson1@gmail.com

PROFESSIONAL SKILLS:

    Administration, Facilitation, and Organization
· Coordinated and managed daily business activities, office procedures, and clinical paperwork at WAT Business Services a enterprise of Mental Health Partners of Boulder CO. 
· Developed systems and procedures to streamline business activities
· Researched, organized, and prepared data on information and statistics as needed for team leader, including financials and condo association information
· Filed and maintained client and customer records
· Monitored and ordered office and building supplies and continually stayed within company budget
· Ensured necessary staff forms and client paperwork packets were on hand at all times
· Coordinated disaster planning activities and procedures and other safety measures
    Customer Service, Communication, and Training
· Supervised and trained client employees to perform reception, clerical, janitorial work, as well as annual MHP Compliance Training
· Created monthly attendance sheets and prepared monthly client evaluation forms for staff 

· Communicated efficiently with HR, Accounting, staff, clients, and outside customers and vendors; and created an inviting front office environment
· Answered telephones, took messages, ordered and coordinated services and supplies, interacted and provided customer service to walk-in customers, and responded daily to customer inquiries
· Maintained and posted OSHA reports

· Performed customer fulfillment, including order pulling and packing, invoicing, inventory, and served as customer point-of-contact
· Assisted clients with personal finances and reports when necessary
   Accounting and Reporting
· Processed new client paperwork, created documentation and files on new hires, and submitted to HR
· Electronically reported client wages to Social Security and other agencies, while maintaining information release forms on clients
· Coded all vendor invoices, bills, and charges and submitted to Accounts Payable
· Reconciled WAT Business Services’ checkbook and prepared purchase requisitions to replenish checkbook
· Input all WAT Business Services financial transactions into Peachtree software, created monthly financial reports and other required reports, and met all mandatory end-of-month MHP accounting deadlines
· Collected, processed, and computed client timecards into time certs; collected and copied staff time certs and forwarded to payroll
· Invoiced and logged customer payments into Peachtree software, and handled delinquent collections when necessary
WORK HISTORY:

· Senior Office Manager, WAT Business Services, Boulder, CO, 1999-July 5, 2013
· Senior Fulfillment Management Coordinator, Centrobe (EDS), Louisville, CO, 1993-1999
· Account Management Coordinator, Neodata, Louisville, CO, 1992-1993

· Client Service Clerk, Neodata, Louisville, CO, 1989-1992
· Telephone Customer Service Representative, Neodata, Louisville, CO, 1988-1989

EDUCATION:

· Trenton Central High School, Trenton, NJ, 1964
OTHER QUALIFICATIONS:
· Team player but equally skilled working and making decisions independently; extensive computer knowledge and can quickly and efficiently learn new computer software; proficient in MS Office (including Outlook, Word, Excel, and Access), Lotus, Peachtree Accounting, and CMHC; highly adept with operation of office equipment; excellent customer and public relation skills; detail oriented and highly motivated; extremely flexible and excellent at multi-tasking.
