MARK A ZUPANCIC

120 MARBLE ST #302 BROOMFIELD, CO 80020      mark_zupancic@yahoo.com     PH: 303-718-4778

Professional Summary

Skilled and dedicated Office Administration professional with an extensive experience and training and proven work ethic in exceeding expectations. Eager to learn and take on new assignments, I enjoy the problem solving, involved with seeking innovative ways to complete my duties. I strive for excellence in all I do and take pride in performing my work viewing it as a representation of me as an individual.  Utilized extensive experience at analyzing work procedures for efficiency, also implement methods and criteria for meeting deadlines.  Recently achieved Professional Bookkeeper Certification with knowledge and understanding of bookkeeping/accounting cycles, financial statements for a number of different kinds of business establishments, which included various special accounting needs for dealerships, construction manufacturing, tax accounting, time sheets, retail and service establishments.  

Key Qualifications

· Document Scanning            
· Data Entry-13,000 KPM
· File Clerk & Basic Office
· Records Maintenance
· AP Clerk-Expense Reports
· File Clerk & Basic Office
· Record Coding/Labeling
· Microsoft Office Suite
· Mail & Copy Room
· 10 Key By Touch

· Typing 40-50 Wpm
· QuickBooks-ORACLE
· Research Clerk
· Adobe 

· Invoicing and Posting Payments 

Technical Skills

Microsoft Office, Excel, Power Point, Access, Arms/Milpds Military Applications Software, Scanning Systems, QuickBooks, Outlook, Filing, Payroll, Bank Reconciliations, Clerical, Oracle Applications,  Accounts Receivable, Accounts Payable and invoicing. Proven performer in situations requiring customer service communications with clients and customers and being capable of conveying technical information in an easy to follow and friendly courteous manner. Opening and converting files using Adobe reader.

 Achievements

· I received numerous letters of recommendations from clients and customers for outstanding high quality service with professionalism resulting in repeat business with positive results.

· Awarded and commended for being the most accurate and quickest Data Entry Document Scanner within the first six months of employment.
· Academic letter of recommendation received from the Accounting Business School of the Rockies for accomplishing a 95 percent grade point average.
Work Experience

The Ash Group @Level 3 Communications- AP Clerk-Expense Reports                                       01/13- Present

600 17th Street Denver, CO 80202                                                      1025 Eldorado Blvd Broomfield, CO 80021

Daily duties performed are processing expense reports for Level 3 travel expenditures.  Exporting approved expense reports from Oracle to Excel spreadsheets to audit and process for payments.  Produced on an average 120 expense reports a day.  Contacting and communicating with employees to provide missing receipts to verify with expenses to reimburse employee for travel expenditures.  Also reassigning legal entities and payment coding for AP Invoices as needed.

Service Source @ Lowry AFB- General Clerk II-ARPC 6760 E. Irvington Pl. Denver, CO 80280- 08/07-04/11

Well versed and experienced in the performance of data entry, file clerk maintenance, document scanning, indexing, coding, record processing, and Military record distribution. Categorized and organized records of Military file room.  Oversaw, directed and prepared records independently, processing for scanning into computer filing system.  Daily Data Entry responsibilities using Excel spreadsheets for inventory, tracking military records and individual 
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documents.  I kept in constant communication with not only my team, but also others from the company via telephone, email, and face-to-face, assuring them of my expertise for the duties at hand.  Repetitive use of Microsoft Office, coding files, and distribution of military records as daily responsibilities.

Apple One Agency-Assembly @ Sopris Distributions in Longmont, CO-Agency Location Closed 06/07-08/07

My primary role was being a part of an assembly line building educational kits for teaching in schools.  I verified shipping invoices and labels, for distribution to states across the United States.  I operated hand and power jacks, forklifts, inventory trackers, and shrink-wrap machines.  

Retail Project Managers-Reset Vender Crew-15 Chrysler Irvine, CA 92618- Denver Division                07/06-03/07

Performed product resets for Home Depot home improvement stores using Plan-o-grams and working with a set crew of co-workers.  Priced new merchandise and according to new price changes using computer inventory system.  Accurately followed safety guidelines and protocol, with HIPPA procedures to ensure customer and employee safety.  

NCAR @ University of CO- Casual Server/Bartender 3065 Center Green Drive Boulder, CO 80301        11/05-6/06

Performing setup service from Banquet Event Orders (BEO) for service requests from internal department for food and beverage consumption.  I performed service for breakfast, lunch, dinner, bartending cocktail parties, Holiday and special events.  Set up and decorated buffets and events that required themes and special instruction.  Catered service for one to twelve course food services.  Inventory, and competed consumption reports for food and beverage consumption.

Footers Catering- Banquet Captain, Server, Bartender 2960 South Fox St. Englewood, CO 80110         10/04-10/05

During the time I worked for Footers, I managed small and large parties for off-site events.  Traveled from warehouse to function location and set up on site kitchens in people’s homes and event banquet hall kitchens.   Prioritized event setup to include dinner service for one to twelve course meals, buffet service, cocktail parties, and organized portable bars for beverage service.  Assigned duties to event staff and demonstrated service procedures for successful and personable service.

Radisson Hotel-Banquet Server & Bartender On-call 83 E. 120th Ave. Thornton, CO 80233                    10/04-08/05

Banquet serving and bartending for catering service Hotel events.  Cash handling for banquet bar service using a cash register and performed consumption reports for inventory also balanced and reconciled cash drawer for service.  Self-starter for setting up events for banquet bars, food service for buffets and one to twelve coarse meal services.  Re- stocking of inventory all condiments and beverage consumption.  Personable customer service and satisfying clients needs for recommendations and repeat business. 

Golden Hotel-Banquet Manger, Server, Bartender 800 Eleventh St. Golden, CO 80401                           04/04-09/04

Managed Banquet Department for Hotel Catering service.  My duties were to oversee all banquet functions, order supplies, scheduling, bill invoicing, payroll, inventory, room setup, liquor inventory and consumption reports.  Finalized total of billed function and posted payments and receipts for event after event completion.  Self-motivation, creativity, and precision were key and essential to produce quality results.

Denver Museum -Banquet Server, Bartender On-call 2001 Colorado Blvd Denver, CO 80401                  4/03-04/04

Set banquet functions to banquet event order specifications.  I was self-reliant in organizing and decorating events for holiday and themed functions.  Used portable bars for beverage service for functions in different locations throughout the museum.  Was responsible for cash handling bank reconciliation daily deposits, and beverage consumption reports.  Also serving one to twelve course meals, buffet service, and bar service.  Worked together as teams to promote high quality customer service, too insure productivity while performing personable effective service.  

Professional Training and Education

Professional Bookkeeping Certificate, ABSR-Grade A Completed-September 25th 2012

Career Ready Colorado Certificate, Grade :( Math-Gold, Reading-Gold, Locating Information-Bronze) Completed July 28th 2011 @ Adams County Workforce Center

Westminster High School, Westminster, CO High School Diploma Completed May 1982

On-the Job Training Programs, Utilizing Computers, and Customer Service Operations.
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