TIABRIA SMITH
5270 Coral Burst Cir Loveland, CO 80538│ 970.212.6136 │ tiabrias@yahoo.com

QUALIFICATIONS SUMMARY:

Detail oriented professional seeking a progressively responsible position in the accounting and business field. 

ACCOUNTING			ADMINISTRATIVE				GENERAL	
Data Entry			Microsoft Office 2007/2010		Customer Services
Accounts Receivable		Multiple Phone Line Operations		Conflict Resolution 
Accounts Payable		Documentation/Records Management	Nutrition/Healthcare
Balance Sheets			Filing/ Report Generation		Inventory Management
[bookmark: _GoBack]Cash Flow			Excel/Outlook/Access			Organized Books
Quickbooks  		               Scheduling/ Time Management		Sales/Service Industry
Bookkeeping 			Bill Management			Food Service Industry

EDUCATIONAL EXPERIENCE:
Bachelor’s Degree Accounting	CollegeAmerica					2012-2015
Current GPA			3.94
General Education 		Front Range Community College		2008-2011

PROFESSIONAL EXPERIENCE:
GED TUTOR			COLLEGEAMERICA					2012-2013
ASSIST GED COORDINATOR WITH GRADING, HELP STUDENTS WITH VARIOUS SUBJECTS, CREATE WORKSHEETS, FILE PAPERS, AND PUT TOGETHER ORIENTATION PACKETS.

Nutrition Assistant		Poudre Valley Hospital 		                             2008-2013
Responsible for multiple phone line operations, patient education, record management and overseeing nutrition needs. 

Intern			           McWhinney Enterprises 				2012-2012
In charge of data entry, files and records management, balance sheets, cash flow, accounts receivable, and accounts payable.

Customer Service		Orange Julius 					2007-2008
Team leader, employee training, opening and closing manager, cash handling and customer service

Sales Associate			Distinctive Ebony 				2006-2007
Sales, inventory and merchandising, opening and closing manager, scheduling and office management


VOLUNTEER EXPERIENCE:
Youth Basketball Coach		Fort Collins High School				2005-2007
Organized and coached elementary girls’ basketball.

Score Board Operation		Fort Collins High School				2005-2007
Score board operations for elementary and middle school sporting events. 

9 News Health Fair		CollegeAmerica					2013-2013
Registration and check-in help

