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	Objective

	Career with a progressive company that incorporates teamwork, longevity, and personal growth.

	Experience

	Sept 2008-Feb 2013
	LPS Management, LLC
	Westminster, Co.

	Accounting Clerk II 
Collections:  Maintained client relations while collecting outstanding invoices.  Processed A/R aging reports consisting of thousands of invoices. Did research on any client denied invoices or incomplete invoices and managed reports on these items, working through several client invoice data base systems.

Cash Receipts:  Applied payments into Oracle accounting system.  Performed research for unapplied cash, for refund or correct payment processing. Reviewed cashed applications for accuracy.

Customer Service:   Provided timely response to customer emails and phone calls as many as 100 per day.  Conveyed information about invoice submittal, regulations and payments.   Formulated reports recording volume and types of information requested through the emails and phone calls.

	

	Jan 1998-Dec 2007
	Breece Hill, LLC
	Westminster, Co.

	Accounting Clerk II/Payroll Associate
A/P:  Processed up to 100 invoices on a daily basis. Applied all cash receipts, daily banking deposits and bank reconciliation duties.  Assisted with month end closing, responsibilities included accruals, payables, receivables, payroll and miscellaneous journal entries.

A/R:  Maintained client relations on large client portfolios, while collecting on aged items.

Payroll Associate:  Processing multiple state payrolls through ADP and Paychecks payroll systems.  Assisted the Human Resources with medical, dental, vision and 401K administration and reporting.

Purchasing Dept/Manufacturing Dept:  Performed various audits, and inventory control.  Assembled units and worked with engineers documenting those procedures.

	

	Nov 1997-Jan 1998
	Alliance Data
	Northglenn, Co.

	Customer Service Representative
Data entry of customer information.  Performed Credit Bureau checks.  Confirmed account information for customers.  Batched incoming mail for department distribution.








	

	Jun 1977-July 1997
	Duffens Optical Co.
	Denver, Co.


	Customer Service Representative
 Processed invoices 50-100 per day as well as sorted and filed invoice copies.   Ordered and inventoried lab supplies.  Packed and shipped sales orders.  Maintained office equipment.  Conveyed information to doctors regarding prescriptions, supplies, pricing and material availability. Managed large portfolio of doctor’s offices covering a four state area.


	Education

	2003
	Front Range Community College
	Westminster, Co.

	1969                                          Perry High School                                               Perry, Ks.


	References

	References are available upon request.





