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Professional Background
North Star Long Term Care and Rehabilitation Center					2010-Present
Therapeutic Activity Assistant

Mt. St. Vincent Home Behavioral Residential Treatment Center			2008-2010
Mental Health Worker

Universal Lending Corporations								2001-2004
Accounts Payable Specialist
· Code, process, input and analysis of general and appraisal invoices on a daily basis
· Cut checks and match up with invoices for distribution to vendors
· Monthly G/L reconciliation of accounts payable
· Monthly electronic download of all loan accounts associated with mortgages on file
· All filing for accounts payable
· Interface with vendors in regards to overdue payments
· Interface with employees relating to all accounts payable issues

MediaOne Group/AT&T Broadband Services							1999-2001
Payroll Coordinator (1999-2001)
· Input and analysis of payroll reporting
· End Of year W-2 reconciliations
· Internal maintenance and management of company phones system designed to assist employees with payroll questions and concerns resulting in resolving problems
· Reconciled daily reports of all payroll processing from previous day inputs
· Performed other payroll and accounting duties as assigned

AT&T Broadband and Internet Services							1990-1999
· Participated in development of collateral materials designed to market company’s products and services
· Developed, coordinated and managed conference for TCI’s Education Coordinators from six geographic region
· Coordinated participation for the Education Department in National Cable Television conference
· Developed, edited and produced quarterly newsletter and developed two monthly news articles focusing on AT&T BIS education efforts for Cable in the Classroom magazine and sent to over 18,00o schools nationwide
· Assisted in the development, organization and maintenance of database containing over 19,000 records of participating schools in the Education Project and Cable in the Classroom, leading to easy data retrieval

Education
Bachelor of Science, Human Services, Metropolitan State University

Awards
Honor Role, Magna cum Laude				Presidents Honor Role
Vice Presidents Honor Role				Presidents Scholar
Human Services Student Endowment Scholarship	Pamela McIntyre-Marcum Scholarship

Proficient MS Office, Microsoft Outlook, Explorer
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