Jennifer thomas
3598 Dexter Ct • Denver, CO 80207

Phone:   303-359-4143 • E-mail:  barnesj81@yahoo.com
	Objective

	
	To obtain a challenging position that will utilize my training and experience in a professional environment.

	Summary of qualifications

	· Customer Service and General Office Duties
· Computer literate; Proficient with Windows 2007, Microsoft Office, Word/Excel, Outlook, Internet, 10 key, Typing 35-40 wpm

· Multitask, professional, efficient and able to work creatively to achieve goals in a timely manner

	Work experience

	
	November 2004 -March 2013    Lewan & Associates         Denver, CO

Credit Administrator
· Managed credit request for customers that returned Xerox, Sharp and any other office supplies/service (credit memos). Maintained customer account database. Processed/corrected all daily invoices and monthly statements. Conducted training classes on account set up and PCI compliance.  Maintaining W-9, vendor request and tax rate verification. Assist in month end reconciling process.
February 2004 -August 2004          RezOvation Software          Denver, CO

Merchant Account Manager

· Managed incoming applications for new accounts that have recently purchased the RezOvation software.  Assisting the new merchant with all questions of credit card processing, including set up procedures, rates and deposits. Overseeing the account is set up accurately and promptly with the alliances of the company.  Processed all shipping items (hardware and software) requested the account.
February 2001-February 2004        US Bank
Denver, CO

Account Executive

· Maintained a large portfolio of National Accounts that had a minimum of five million dollars a year in Visa & MasterCard processing.  Assisted merchants with daily accounting issues for Visa, MasterCard, and American Express and Discover transactions. Performed updates, changes and add-ons to their merchant accounts. Educated merchants on Visa & MasterCard regulations and knowledge of credit card processing.  Researched issues such as cardholder disputes, chargebacks, debits, credits and any other inquiries.

	Education

	
	1999-2000
 Metropolitan State College                            Denver, CO                  

1995-1999          George Washington High School                   Denver, CO


