Linda D. Sawyer

12600 Jersey Circle West, Thornton, CO 80602  (720) 333-0269  lindasawyer1@hotmail.com

Summary 
A billing specialist with over 16 years of experience ensuring correct account data and accurate invoicing to maintain high levels of customer satisfaction and profitable margins. Assisted with the implementation of processes and procedures to streamline account information updates. Self motivated, detail oriented, flexible, and works well independently or in a team.

Employment Experience
Level 3 Communications - Broomfield, CO					                   2011 – 2013	
Billing Specialist            
· Responsible for supporting over $14 million in monthly revenue.
· Input account billing data.
· Maintained and delivered accurate and timely invoicing for clients.
· Ensured smooth account transitions, including suspensions, disconnects, and reactivations resulting in increased process flow efficiency and profitability.
· Provided solutions and make judgments for billing disputes based on configuration issues and sales agreements.
· Assisted with specialized projects including billing impacting inquiries and resolution.
· Communicated actively with clients and fellow employees on a daily basis and in weekly management meetings.
· Contributed to several team driven projects, including a work process reorganization and a change in office communication policy.
· Ran account reports, including billing details based on information requested.
· Utilized special programs such as CIS, Citrix, Ticket Console, CPM, Client Manager and SSRS.
· Assisted translating invoices into French format.
· Proficient in Excel, Word, Outlook, 10 Key, and various internet based programs.

Global Crossing Conferencing	 - Westminster, CO	           			        	        1997-2011
Billing Specialist
· Maintained positive relations with clients while resolving complicated and contentious billing issues.
· Aided in invoice breakdowns and verification of charges.
· Worked directly with account managers and collections department.
· Issued account adjustments based on company guidelines and good judgment.
· Performed account reconciliation and analysis.
· Performed all basic administrative and clerical duties, including data entry, typing, filing, copying, printing, research, processed information, phone reception, reviewed account balances, and met deadlines.

Price Chopper - Excelsior Springs, MO		  				                     1991-1996
Front Office Clerk
· Balanced money/tills on a daily basis.
· Established a superior level of customer service.
· Trained and supervised employees.
· Answered phones and redirected calls.

Recognition     Received 12 gift card awards as recognition for outstanding performance from peers.

