	Debra M.  Ritz
8970 Lilly Drive, Thornton, CO. 80229                                                    303.955.4982, Home
Dritz1331@gmail.com                                                                          303.249.3606, Cell


	overview

	
	A highly motivated Billing professional with a verifiable record of accomplishment spanning 16+ years that possesses a proactive, solutions driven and customer focused business and administrative approach.  Has mastered various aspects of account management and is recognized as a results-oriented individual that is seeking employment with a stable company that will provide opportunities for growth and promotion.
Areas of strength include:

	
	Accounts Payable

Customized Billing
Organizational Skills

Computer Literacy
· Works well as Team Player

· Works well Independently
	Accounts Receivable

Excellent Follow-up Skills
Communication Skills

Negotiation Skills

Time Management Skills

· Research Abilities



	education

	
	HIGH SCHOOL 
	1976

	
	 Highland High School
Thornton, CO. 80229
GPA: 3.325 

	computer skills

	
	AS400, IMSPROD, ORACLEI11
Microsoft Word, Microsoft Excel
Lotus Notes, Microsoft Outlook 2003
OMIR Database, Doc Records, Web Extender 

First Tennessee Net Inquiry, Lockbox Online Research System (LORI)
Legacy Data Inquiry, EZ-Readings Inquiry, ICR Invoice Tool


	PROFESSIONAL EXPERIENCE

	
	SENIOR CUSTOM BILLER
	

	
	A. Océ Document Printing Systems, a Canon Group Company, Denver, CO                       2003 - 2013           
Multi-Functional Copier Company, Billing Department
Full charge Biller for a $1.5 million Account Portfolio
Managed custom billed accounts through automated system and manual process
Performed all processing of disputes or required changes for assigned accounts

Preparation of Account Reporting, Action Plan Development and Research
Maintained Customer Account Profiles

Managed cash on account to meet company objectives

Meeting on-time deadlines for required assignments

ORDER MANAGEMENT TRANSACTIONS, PROCESSOR                                               2002 - 2003
Contract Maintenance for pricing, cancellations, reinstatements, and bill cycle changes
Upload Bulk Order Corrections and spreadsheet formatting
SUPERVISOR – ACCOUNTS RECEIVABLE                                                                 2001 - 2002                                                                    
Organized daily responsibilities for 20+ direct reports within the Billing Department
Delegated work for assigned accounts, monitored transaction accuracy and on-time deadlines
Preparation of Account Reporting, Action Plan Development and Research

Approval of Transactions 
Payroll, Time and Attendance, and Performance Reviews

ACCOUNTS RECEIVABLE, BILLER                                                                             2000 - 2001
Entered copier reading data in system
Processed account disputes meeting 24 hour turn-around time
Managed various aspects of assigned accounts billing monthly or quarterly to ensure accurate billing
ORDER MANAGEMENT PROCESSOR                                                                        1996 - 2000                                                                    
Reviewed sale orders, verifying information prior to entering information in Oracle system.
Managing Cash on Account Reduction Objectives

	Accomplishments

	
	Reduced A/R aging from an average of 120 days to 30 days in less than 8 months

Reduced cash on account from an average of 78 days to 5 days in less than 6 months
· Received an “Excellent” rating on annual performance review for 3 consecutive years


	Special interests

	
	Biking, Traveling, Outdoor Activities, and Reading

	references

	
	Promptly furnished upon request.


