Pachoua Emily Cha

Phone: (720) 390-1505 | Email: pchaa14@gmail.com

Objective
To obtain a position with a progressive and professional organization where I may utilize my skills and help me attain the highest level of my capabilities.

Special Skills and Experience
➢ Accounting
➢ Logistics 
➢ Windows
➢ Office 
➢ Microsoft Word, Excel, Outlook, Lync
➢ Oracle
➢ SAP
➢ Excellent multi-tasking skills
➢ Ability to work with little or no supervision
➢ Excellent organizational skills
➢ Dispatching
➢ Data Entry
➢ Cisco and Tandberg bridges

Employment Experience

BestDrive Tire 
Accounting Administrator 09/2018 - Present
➢ Post customer payments by recording cash, checks, and credit card transactions
➢ Post revenues by verifying and entering transactions from lock boxes and local deposits
➢ Updates receivables by totaling unpaid invoices
➢ Support inbound calls and orders, provide order entry and logistics assistance for outside sales associates
➢ Reconcile monthly inventory
➢ Administer inventory receiving and deliveries
➢ Responsible for helping to develop the yearly annual operating plans
➢ Fixed Asset System management, including addition and disposals
➢ Monthly fixed asset rollforward schedule preparation for reporting
➢ Monthly account reconciliation for all balance sheet accounts
➢ Assis with internal and external audits

Network Global Logistics
Customer Service Rep/Dispatcher 04/2017 - 05/2018
➢ Take inbound calls for NFO, SPL, and H3P Shipments
➢ Process, monitor, and manage critical customer shipments for the medical, aerospace, pharmaceutical, and high-tech industries 
➢ Establish and maintain positive business and customer relationships 
➢ Prioritize jobs and coordinates timely and cost-effective pick-up and delivery of customer shipments through proper driver and vehicle assignment with a sense of urgency and attention to detail 
➢ Communicate with customers and agents in a professional and courteous manner 

BT Conferencing, 06/2014 – 04/2017
Video Conference Producer
➢ Responsible for connecting and monitoring video conferences
➢ Provide meet and greet at the start of conferences
➢ Troubleshoot issues with video conferencing if problems arise
➢ Open tickets documenting issues
➢ Watch conferences on bridges to make sure there are no disconnections or problems
➢ Answer phones and support on going conferences
➢ Billing for telepresence conferences
➢ Data entry
➢ Run daily reports
➢ Train new employees

WhiteWave Foods, 06/2013-06/2014 
Trade Claims Coordinator/Accounts Receivables Clerk
➢ Manage deductions
➢ Complete breakouts of products on customer claims for clearing as needed by the internal specialist team.
➢Process all trade-related customer claims assigned; obtain and verify complete supporting documentation and proof of performance, identify and select appropriate rebate or fund, conduct research and provide notification and full back up for unauthorized deductions, and verify collection attempts prior to any write off per department SOPs and step guides.
➢ Post payments through Oracle
➢ Conduct research on why payments were not able to be posted 
➢ Contact customer if unable to post checks
➢ Performing assignments that are given from manager

TruGreen , 04/2012-06/2013
Office Administration
➢ Provide secretarial and administrative support
➢ Schedule lawn care for commercial accounts
➢ Provide excellent customer service when customers call with complaints
➢ Data entry, entering and retrieving in customer information into database
➢ Send daily updates to landscapers
➢ Set up interviews for potential hires
➢ Print invoices
➢ Perform other duties assigned

References
Stefanie Iverson, Supervisor - (303) 709-1002

Jason Webb, Operations Manager – (303) 210-5667

Angela Vang, Supervisor – (303) 585-0973

