Joan M. Swain

95 S Fremont St

Lewiston, MN 55952

(507)523-3762

jfab@hbci.com
SUMMARY
Detail oriented individual that has experience with accounts payable, accounts receivable and payroll.  Possess AAS in Accounting and diploma in Medical Coding. Proficient in Microsoft Excel, Word, and data entry. 
EDUCATION

Medical Coding Diploma





Graduated May, 2011
Minnesota State College-Southeast Technical


GPA:  3.72

Accounting AAS








Minnesota State College-Southeast Technical
SKILLS
Medical Terminology
Excel/Word
Keyboarding
Accuracy
Honesty

Dependable

RELATED WORK EXPERIENCE
Accounts Payable Clerk

ProBuild, Winona, MN


8/2003 – 7/2009
· Operated computers with accounting software to data enter invoices
· Answered questions from vendors regarding discrepancies in invoices
· Scanned invoices into Gemini computer system and created permanent record
· Obtained purchase order numbers from stores to match with invoices
· Matched checks with remittance stubs

· Coded invoices with various discount terms

· Complied with federal, state and company policies, procedures and regulations

· Checked figures for correct entry, mathematical accuracy and proper codes
· Coordinated accounts with other staff members to ensure accuracy
Payroll/Accounts Receivable
RTP Company, Winona, MN

7/1991 – 7/2002
· Prepared and ran weekly production payroll and distributed paychecks
· Processed paperwork for new employees and entered employee information into payroll system

· Corrected requested deductions to employee payroll

· Kept track of leave time such as vacation request and sick leave for employees
· Served as back-up timekeeper to input and balance weekly timecards
· Entered timecards into computer system for cost accounting purposes
· Invoiced customers by verifying items sent through shipping record

· Reconciled, recorded receipts and reported discrepancies found in records
· Collected checks from customers and completed deposit slips
