Isabel J. Twiss
8901 Grant St. #1813
Thornton, Colorado 80229

(720) 212-5182
isabeltwiss@hotmail.com
PROFESSIONAL PROFILE

I currently have nineteen years’ experience in Accounts Receivable, Accounts Payable, Administrative Support, Customer Service and office support for ProTech Computer Systems, Inc.  I have performed multi-task duties on timely manner and provided respect and patience for all employees as well as clients. 

QUALIFICATIONS

· Accounting Duties, General Administrative, Customer Service and Office Support
· Proficient in QuickBooks, Microsoft Word, MS Excel, Data Entry and Ten Key by touch
· Strong Customer Service, Well organized, Highly motivated and Creative
· Dedicated, Positive Attitude and Team Player 

PROFESSIONAL EXPERIENCE

9/93 – Present
    ProTech Computer Systems, Inc
    Accounting/Administrative Assistant                     
I work directly with the General Manager, Sales Department and Service Department. 
I provide all accounting practices/office support for a small business including but not limited to:

Management of Accounts Receivable

  Daily input of invoices and processing of recurring invoices
  Resolve Accounts Receivable invoices discrepancies and irregularities
  Respond in a timely manner to customer inquiries to resolve issues

  Monitor accounts for past due balances using aging reports
  Process credit cards as required

  Balance credit card payments daily

  Balance cash transactions and cash drawer daily
  Post check payments daily and deposit
  File invoices
  Verify credit information for new accounts

  Send statements to customers

  Make collection calls as required

  Maintain customer files
  Interacts with sales people to resolve customer credit issues
Management of Accounts Payable
  Reconcile Accounts Payable by matching vendor invoices with Sales Orders 

  Monitor accounts to ensure payments are up to date
  Respond in a timely manner to vendor inquiries to resolve outstanding issues 

  Prepare and process accounts payable checks, wire transfers and ACH payments
  Maintain vendor files
  Prepare and process hourly and commission payroll, expenses

  Process vendor credits

  View company bank account and reconcile

Departmental Administration 
  Receive incoming customer/vendor calls 
  Shipping / Receiving
  Open / Distribute incoming mail
  Reply to emails internally / externally
  Order warranty part / Close warranty claim
  Scans, copies and faxes as requested

  Request / Ship Return Material Authorization product
  Handles and resolve general issues and complaints

  Process end of month books for Accountant to review
  Responsible to open and close office as required

  Maintain training for backup personnel 

REFERENCES Upon Request
