SHAN’A LAMPKIN
Denver, CO 
T: 303-667-2769  shanalampkin90@gmail.com 


OBJECTIVE:
Recent accounting technician graduate seeking an entry level accounting/management position in which to utilize and develop recent education and past work experiences, including skilled bookkeeping and in-depth working knowledge of QuickBooks and MS Office applications.


Experienced, customer-service oriented professional who possesses an Associate’s degree in Business Management and Accounting, and nearly eleven years of combined experience in an administrative office setting.

Skills include:
· Proficient in Microsoft Office. Type at the rate of 50 WPM.
· Customer focused and work well with people of varied backgrounds to achieve desired business outcomes.
· Quick learner who thrives in a fast-paced, time sensitive environment.
· Easily manage multiple tasks at once, diligent with follow-up, and readily resolve problems.

CORE COMPETENCIES


Bill payment and collections	Bookkeeping					Strong work ethic
Data entry			General Ledger					Solutions driven
Financial management		Scheduling					Face-to-face customer service
Proprietary hospitality software 	Administrative (i.e. phones, filing)			MS Word and MS Excel


PROFESSIONAL EXPERIENCE

[bookmark: _Hlk37419955]Balanced Bookkeeping, LLC  Westminster, CO (4/2022-Present)
Reason for leaving: N/A

Bookkeeper
· Enter incoming invoices into QuickBooks
· Pay bills through Melio/website
· Processed payroll through QuickBooks/Gusto/ADP
· Processed bank feed transactions/reconciliation of accounts
· Created Journal Entries appropriately 
· Processed payroll/sales tax
· Sales entries
· Processed garnishments for payroll
· Quarterly/Yearly audits for all clients
· Data Entry 
· Process Accounts Payable/ Accounts Receivable 
· Worked on client books online and desktop QuickBook versions
· Administrative duties as filing, organizing, and answer phones
· Training new employee
· Bank deposit entries

Manpower/ADM   Denver, CO (09/2020-04/2022)
Reason for leaving: Would like a position where I can grow as an accountant, use my skills from college

Administrative Assistant/Dispatcher

· Answered phones, greeted incoming visitors
· Created driver paperwork for scheduled deliveries
· Reviewed and entered receiving paperwork into Oracle daily.
· Ship confirms orders daily
· Entered batch sheets from previous day production
· Coordinate and lead quarterly physical inventories and reconciliation
· Maintained batch review report: Investigated document variances, got manager approval and sent to Regional and Administrative Managers weekly
· Ordered supplies for the office
· Records Management training
· Entered payroll hours for drivers, sent to manager for approval
· Weighed trucks for compliance
· Put together training manuals for office
· Filing and other administrative functions


Job Store Staffing.   Denver, CO (06/2019-3/2020)
Reason for leaving: Covid 19 shut down my worksite
Worked in contract roles with a finite length.

HR Assistant-Colorado Department of Education
(1-month contract)

· Handled the daily administrative and HR duties of the organization. 
· Assisted HR managers with recruitment, record maintenance and payroll processing. 
· Provided clerical support to all employees.

Administrative Assistant for multiple clients needing short-term contract help:
Loomis, Emily Griffith, and Colorado Department of Labor

Provided administrative support to ensure efficient operation of the office.  Supported managers and employees through a variety of tasks related to organization and communication.
   
· Answered and directed phone calls.
· Organized and scheduled meetings and appointments.
· Maintained a filing system
· Carried out administrative duties such as filing, typing, copying, scanning, etc.
· Prepared source data for computer entry by compiling and sorting information.


Aloft Denver    Denver, CO (09/2017 – 01/2018)
Reason for leaving: Graveyard shift position. Family schedule changed, and I needed a day or swing shift role.

Night Auditor
Checked guests in and out of the hotel, ensured proper room and miscellaneous postings, secured credit, answered telephones, provided maximum levels of guest service, and supported the hotel’s rooms division in any way required to ensure complete guest satisfaction.

· Greeted, registered, and assigned rooms to guests of hotel.
· Verified customers’ credit and established how the customer will pay for accommodations.
· Kept records of room availability and guests’ account using computerized property management systems.
· Computed bills, collected payments, and made changes for guests.
· Performed bookkeeping activities, such as balancing cash accounts.
· Reviewed accounts and charges with guests during the check-out process.
· Posted charges, such as those for rooms, food, liquor, or telephone calls, to ledgers manually and using computers.
· Transmitted and received messages using telephones and telephone switchboards.
· Made and confirmed reservations.
· Completed bucket checks to ensure all accounts were current and complied with standards established by hotel’s controller and front office manager.
· Handled daily closing procedures, ran reports, and followed audit procedures for hotel.

AHEC Parking.   Denver, CO (01/2014 – 12/2014)
Reason for leaving: Position is a work study, and I took a break from classes after the semester.

Parking Control Technician-Cashier, Ticket Writer, Dispatcher
Auraria Higher Education Center (AHEC) in the Parking and Transportation Services Department provided parking services for the Auraria Campus.
   
· Revenue Control- followed receipt of revenue from parking attendants and other parking activities.
· Engaged in money counting activities using various tools (10-key calculator, electric coin counter, electric coin wrapper, cash register, and electric currency counter).
· Prepared financial institution deposit slips and other internal accounting financial records.
· Operated the computerized parking citation system by entering information about parking citations, permits, and payments.
· Audited and verified the information previously entered into the citation system for accuracy.
· Provided first-line customer service through telephone, email and in person answering questions from customers regarding parking policies, fees, permits, citations, and the citation appeal process.

CCAP (Colorado Childcare Assistance Program).   Denver, CO (09/2012 – 01/2013)
Administrative Assistant
Reason for leaving: This was an internship that converted from paid to unpaid. Needed to find an opportunity that provided me a paycheck moving forward.

Provided administrative support to ensure efficient operation of the office.  Supported managers and employees through a variety of tasks related to organization and communication.
   
· Answered and directed phone calls.
· Effectively organized client paperwork to ensure invoices for the daycare were always accurate.
· Carried out administrative duties such as filing, typing, copying, scanning, etc.


King Soopers.   Denver, CO (09/2009 – 07/2012)
Cashier
Worked at the front end of the store scanning items, finalizing customer purchases, and responsibly handled multiple forms of payment.

·    Worked with the Point of Sale (POS) system, and handled various tenders such as cash, checks, credit, debit,
 SNAP EBT, offline SNAP EBT, WIC, rain checks, loyalty offers, coupons, and checkout procedures.



EDUCATION


Associate Degree in Business Management and Accounting, CollegeAmerica, Denver, CO, 2020

Certifications, Accounting Office Specialist Certificate, Accounting & Business School of the Rockies, 08/2017

Professional Development Certificate, Cross Purpose, 03/2017


