Carolyn Rizo
2617 23rd Ave., Unit E-38, Greeley, Co. 80634
Home (970) 573-0993: Cell (970) 573-0992: carolynrizo@gmail.com
Skills
· Professional phone etiquette
· Customer service oriented
· Articulate and well-spoken
· Works well under pressure
· Account familiarity
· Invoice processing
· Cash handling, Credit card managing
· Filing and data archiving
· Advanced clerical knowledge


Education
GED – Aims Community College, 1997
Work Experience
Rv America/Accounting
February 1, 2011 –Present
Answer and manage incoming calls and record accurate messages. Post receipts and invoices to appropriate general  ledger accounts, resolve accounts payable discrepancies, reconcile vendor statements and handle payment complaints. Manage credit card batches and enter data for deposits. Take inventory of units coming in and print out sheets for sales meetings on Saturdays. 

B&G Equipment/Accounts Payable
August 24, 2007 – August 5, 2010
Answered and managed incoming calls and directed the customers to the right department. Posted invoices to appropriate general ledger accounts. Reconciled  vendor statements and handled payment complaints. Managed credit card statements and paid them online. Maintained weekly and vacation hours for employees. Ordered office supplies while adhered to a fixed office budget.

Rv America/Accounts Payable
April 17, 2004 – August 23, 2007
Answered and managed incoming calls and record accurate messages. Posted receipts and invoices to appropriate general ledger accounts, resolved accounts payable discrepancies, reconciled vendor and credit card statements. Opened and properly distributed incoming mail.
Weld County Public Trustee/Clerk
June 1, 2000 – January 30, 2002
Answered and directed calls to appropriate Deputy/Trustee. Notarized legal documents and sent Deeds and Notes to Clerk and Recorder. Opened and properly distributed incoming mail. 
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