	Julie Wiswell
1406 Balson Drive

Murfreesboro, TN 37128

	(615) 457-0448
jwiswell@hotmail.com

PROFESSIONAL PROFILE 



	Office Manager with extensive experience in Accounting, Human Resources, as well as various administrative duties.

	                            
	· Proficient in Microsoft Office

· Proficient in Quickbooks Pro

· Typing 55-60 WPM

· Detail Oriented

· Strong Work Ethic

· Ability to Multitask

· Excellent verbal and written communication skills



	
	Computer: Quickbooks Pro 2003, Microsoft Word, Microsoft Excel, Microsoft Access, Microsoft Outlook, Microsoft Publisher, Microsoft PowerPoint, Adobe PageMaker, Goldmine, Journyx, Crystal Reports, and Lotus Notes.



	
	Office Manager                                                             July 2002-March 2009
i-Net Strategy                                                                        Nashville, TN                                       

Coordinated accounting functions including payroll processing, accounts receivable and payable, semi-monthly billing. Managed deferred revenue records as well as all sales tax records.  Calculated and processed all sales commissions. Managed Human Resource duties such as new hire, termination and separation, employee garnishments, medical insurance claims, employee conflict and harassment issues and employment interviews and pre-employment screening. Coordinated employee travel, reservation arrangement, company parties and client entertainment. Hired and managed administrative staff. Maintained calendar of the CEO and CFO using Lotus Notes.  

· Implementation of new web-based time and billing software.

· Plan administrator for employee benefits such as health insurance, life insurance, and 401k.

· Creation and maintenance of marketing data sheets.

· Preparation of employee handbooks.

Administrative Assistant
May 2001-June 2002
Crouch Engineering, P.C.
Franklin, TN

Handled all word processing, typing, filing, and shipping. Planned and organized company functions. Maintained office calendar using Microsoft Outlook.  Managed incoming and reviewed all outgoing correspondence for accuracy.  Coordinated travel and reservation arrangements for employees as well as company President.  Maintained the office supply inventory. Prepared and distributed monthly project progress reports as well as weekly project status reports.  Maintained a report of project credit pool balances. 

· Developed Employee Handbooks and Track Chart books.

· Prepared and distributed the quarterly newsletter.

	
	Administrative Assistant
July 2000-May 2001
AppleOne
Chesapeake, VA / Brentwood, TN

Responsible for payroll processing, accounts payable, and accounts receivable. Maintained the inventory of product supply as well as office supply.  Prepared the daily operation reports. Documented process and procedure.  Maintained customer activity reports.  Handled all word processing, typing, filing, and shipping. Answered incoming telephone calls in a professional manner. 

· Assisted with the conversion to a new computer system.

Administrative Assistant
September 1999-June 2000
Williams, Hoge & Co.
Denver, CO

Responsible for accounts payable and accounts receivable. Maintained employee time and expense reports. Coordinated travel and reservation arrangements for employees as well as company President. Assembled all tax returns as well as monthly financial reports.  Documented process and procedure. Maintained office supply inventory. Maintained company calendar using Microsoft Outlook.  Scheduled appointments for employees as well as company President. Duties also included typing, writing correspondence, filing, and shipping.  Answered incoming telephone calls in a professional manner.  

· Supervised the Receptionist.  

· Interviewed perspective employees.
Administrative Assistant
July 1997-September 1999
Blue Cross Blue Shield of Colorado
Denver, CO

Maintained the office supply inventory, client files.  Responsible for meeting minutes, client correspondence, greeting clients and handling incoming telephone calls.

· Analyzed and priced Insurance claims




