BETH A. SORON

10004 Beach Street
Federal Heights, CO 80260
Email – soronb@comcast.net
Cell:   830-388-9021 
OBJECTIVE: 
To obtain a job in the Clerical/Accounting/Administrative/Office Manager arena that maximizes
my professional skills and provides unlimited opportunities, challenges and rewards. 
SUMMARY OF SKILLS:  


Windows 2000, Windows XP, Microsoft Office Vista and 7,

Type 45 WPM, 10 key by touch, DA (Directors Assistant), CLASS, FACTS,            
                        Outlook, entry level QuickBooks, RedDog, BlueDog, Intellisoft, general office equipment.
EXPERIENCE:
                        ARBKLLC, Boerne, TX                                                                08/13 – 10/13
                                                         Bookeeping
QuickBooks bookkeeping. Payroll, payroll taxes, payables, monthly bank statement                         reconciliations. 

                         80/20 Medical Billing Group, San Antonio, TX                         10/12 – 03/13
                            

                                                        Office Manager / Credentialist
                         Client deposits, goal reports for billers, fee schedules, weekly aging report, month end 

                         reports, implementing Intellisoft (a credentialing software), doctor’s credentialing, 

                         enrollment of clients with insurance providers, write policy and procedures for month 

                         end and specialized reports.
                         C.I.A. Service, Pipe Creek TX                                                       09/10 – 09/12
                                                         Accounting Assistant
                         Corporate deposits, ACH records & posting, end of month postage/copier reports, daily 

             A/P input for 39 HOA Communities (26,615) homeowner’s, wire transfers, account
             Charge backs, NSF procedures, lockbox exceptions, monthly bank reconciliations,   
 cash flow analysis, budget preparation, A/R input.
OneSource Magazine Distribution, Thornton, CO                      
06/05 – 12/08                   

Accounts Receivable / Collections  
Responsible for the management of 1,100 accounts, account reconciliations, post daily deposits,      

             

collections, bad debt, monthly statements, high volume customer service.
Westwood College of Aviation Technology, Broomfield, CO 

11/98 - 09/04
Business Office Manager
Calculate revenue bi-monthly, budgeting, auditing, monthly A/R analysis, month end variances, reports & journals. Worked closely with financial aid staff to ensure student drop calculations were timely and accurate according to higher educational standards.  Lead contact person for the implementation team for new CLASS software system. Recruiting, hiring and training of business office staff.
Gary Filosa, Attorney at Law, Northglenn, CO


05/96 - 10/98

Business Office Manager
Accounts payable, accounts receivable, payroll, compile bankruptcy documents, month end financial statements.
EDUCATION:
Parks College










Associates of Applied Science   Computer Science

Community College of the Finger Lakes






Associates of Applied Art  
Liberal Arts

CONTINUING EDUCATION: 
The Pacific Institute, Microsoft Office (Beginner and Intermediate)
Quality Interviewing 
The Controllers Workshop
Preventing Sexual Harassment 
Team Building Seminars 
Regis College (Technical Support Writing).

