SHONTIQUE FRANKLIN
Po Box 470092  Aurora, CO  80047  Phone: 303-476-8241  shontiquef@yahoo.com 

OBJECTIVE
A highly equipped Administrative Assistant with experience in performing a variety of administrative and staff support duties for a specified department, which require a range of knowledge and skills of organizational procedures and policies; directing and assisting visitors, and resolving administrative problems and inquiries; composing, editing, and proofreading correspondence and reports, and preparing a range of administrative documents; in addition, extensive Accounts Payable and Receivables experience.

SUMMARY OF QUALIFICATIONS
· More than ten years of extensive experience. 
· Effective communicator, both orally and written
· Strong organizational and people skills, with the ability to work independently
· Excellent ability to gather and analyze statistical data and generate reports. 
· Database and record management skills. 
· Great knowledge of general accounting principles; extensive Accounts Payables and Receivables processing
· Complete knowledge of supplies, equipment and services ordering and inventory control. 
· Excellent coordinating skill and the ability to solve problems. 
· Deep ability to compile information and prepare reports. 
· Immense ability to schedule appointments and maintain calendars. 
· Extensive word processing and data entry skills. 
· Excellent ability to make administrative/procedural decisions and judgments. 

Software Proficiency- Access, AS400, Concur, E-Medsys, EDM, EHR, Kofax, Microsoft Office (Word, Excel, Outlook), Great Plains, IBM, Lawson 9 & 10 MAS90, OnBase, Oracle, Solomon, US Bank Access On-line, QuickBooks
· 10 key by touch 
· 14,000 KPH
· Typing 60 wpm

PROFESSIONAL EXPERIENCE

Colorado Association Services Larimer Place Condominiums                                            04/2019 to Present  CONCIERGE FRONT DESK CLERK                                                                                            



[bookmark: _GoBack]HKA Enterprises – Jacobs                                          				       12/2018 to 06/2019
CREDIT CARD SPECIALIST

· Process Credit Card Applications (Travel Card & P-Card)
· Account reconciliation, check processing, set up new accounts
· General customer service - increase limits, open MCCs, etc.
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Denver Health Hospital                                                     			     	    05/2016 to 01/2018
Accounts Payable Clerk
· Processes administrative invoices for payment, prepares payment request forms timely for invoices
· Performs finance functions to generate payment of medical claims to Denver Health and non-Denver Health providers                    
· Resolves exceptions, follows up with AP on unpaid invoices and resolves outstanding issues.

Xcel Energy
Data Entry Clerk                                                                                                                                     03/2013-09/2013
· Assist customers with airline reservations needs:  booking reservations, changing existing tickets, current flight information, taking payment for fares and fees
· Problem resolution; determine customer needs and/or issues and resolve within company policies and practices
· Industry and traveling counsel: provide customers with information to be more knowledgeable in airline fares, differences and obtaining the best value for their travel needs

Accounting Principals 
ACCOUNTS PAYABLE CLERK/CUSTOMER SERVICE CLERK                                     	     06/2012-12/2012
· Reconciling Business Accounts
· Data entry 
· General administrative tasks, including:  Filing, mailings, faxing, inbound PBX system, records management
· Manual bank reconciling
· Reconciliation of bank statements to general ledgers

Frontier Airlines
RESERVATIONS AGENT                                                                                                       01/2010 – 05/2010
· Assist customers with airline reservations needs:  booking reservations, changing existing tickets, current flight information, taking payment for fares and fees
· Problem resolution; determine customer needs and/or issues and resolve within company policies and practices
· Industry and traveling counsel: provide customers with information to be more knowledgeable in airline fares, differences and obtaining the best value for their travel needs

Contracting for Financial Recruiting Partners, Inc. / Contracting for Accountants Inc.
TEMPORARY ACCOUNTING SUPPORT                                               04/2006 - 01/2010                                                                      
· Reconciling Business Accounts
· Data entry 
· General administrative tasks, including:  Filing, mailings, faxing, inbound PBX system, records management
· Manual bank reconciling
· Reconciliation of bank statements to general ledgers

CNIC Health Solutions- Centennial, CO                                                                                                                                                                                      
FUNDING SPECIALIST                                                                                                         5/2004 to 04/2006
· Process 240 medical claims for payment per day
· Perform a weekly reconciliation between claims requests and payments    
· Submit claims to stop loss for payment from the reinsurance carriers
· Research and resolve account discrepancies
· Follow up with groups and/or contacts on missing payments

Home Buyers Warranty Corporation                    
ACCOUNTS PAYABLE CLERK                                                                                               09/1997 - 10/2001
· Process 100 -120 invoices daily for payment 
· Research and resolve vendor issues, maintain vendor files, including 1099 and W-9
· Monthly tracking of employee expenses
· Assist with monthly expense budgets, filing, daily cash report and light account reconciliation 
· Daily check printing 

EDUCATION & CERTIFICATIONS

Rocky Mountain Business and Accounting, Denver Colorado
Accounting & Bookkeeping Certification

PIMA Medical Institute Certified Medical Administrative Assistant
MedCerts Online Certified Medical Billing and Coding

