
Linda Richarz       
E-Mail: lindar9591@hotmail.com               Cell: 970-590-1183
Objective
To obtain a challenging position in Management or Administration with a progressive company where I can add value and contribute to the overall success of the enterprise through application of my skills and extensive experience in all aspects of Accounting, Finance, Insurance, Office Management, Customer Service and Administration.

Experience	
1990 - 2013                  Dairy Specialists LLC             Evans, CO
		Office and Accounting Coordinator
· Created and maintained a high level of customer service delivered by all office and accounting staff.
· Encouraged suggestions for improvement and resolved complaints.
· A/R, A/P, GL (All General Accounting Functions).
· Prepared monthly Sales, Use and IFTA tax reports.
· Extracted sales, inventory and accounting information from general data bases to create management reports.
· Established goals, monitored performance and directed the activities of the office and accounting staff.
· Created a fun and relaxed results driven work environment.

              Core Accomplishments
 - Customer Service
· Handled customers effectively by identifying needs, gaining trust, building relationships and resolving problems to maximize efficiency.
· Implemented in house objectives and metrics to track key customer service initiatives.
- Monthly Reporting
· Reconciled Accounts Receivable, changed billing cycle and collection process reducing past due accounts by 50% while increasing cash flow.
· Re-organized billing and invoice data and processes to reduce month end closing time by 70%
· Designed and created month end reports for Senior Management for rapid analysis of key metrics.
             - Cost Reduction
· Managed cash flow to reduce overall debt by 50% over 5 year period.
· Reduced overall interest expense on revolving lines of credit by 40% through effective cash flow management procedures.
· Reduced average day’s receivables cycle by 10 days over a 2 year period.
· Increased average day’s payables cycle by 15 days over 2 years.

 


1982 - 1990         	Beegle’s Aircraft                Greeley, CO
Administrative Assistant
· Managed all daily office operations, A/P, A/R, and answered phones.
· Maintained accurate records for all expendable supplies.
· Prepared folders and maintained customer records.

Education
· How to Understand and Manage Sales and Use Tax-Seminar
· Developing Emotional Intelligence-Seminar
· Managing Multiple Projects, Objectives and Deadlines-Seminar
· Diploma for General Accounting, Nettleton Business School, Sioux Falls, SD



References available upon request

