   CYNTHIA H. DEAN

Cynthia.Dean29@yahoo.com
2222 Gardners Road

Mineral, VA  23117

(804) 839-1520

JOB OBJECTIVE

To obtain a position with a well established company to utilize my business and accounting  skills to make us both successful.
WORK EXPERIENCE
ROBERT HALF INTERNATIONAL Financial Analyst- (Contract)


Oct 10- Present

· Log all commission inquires in Access database to appropriate person.  Process Agent of Records for brokers and insurance agencies.  Assist with answering phones in a call center and research commission payments.
FULTON & JONES, CPA. Tax Assistant




Jan 10- April 10
· Greeted and assisted clients with 1040 tax documents.  Prepared tax returns in Ultratax software.  Answered phones daily and assisted with other office duties.
HIGHWOODS PROPERTIES, INC Accounting Assistant


Nov 07- October 09

· Handled A/R for all tenants.  Daily phone calls to resolve any current/past due balances.  Assisted manager with accounting projects.  Calculated emon readings for electricity in excel and entered all manual billings in JDEdwards before monthly deadline. Mailed and filed all invoices monthly for tenants.  Reconciled general ledgers.  Assisted receptionist with her duties.
CARGILL, INC.  A/R Specialist/ Accounting Assistant


June 05-August07
· Enter all AP vouchers in JDEdwards.  Weekly Export reporting. Sales invoicing. Reconcile receipts and shipments for outside warehouses.

· Issue debit and credit memos. Setup new customers in credit system.  Establish and update customer credit limits.  Resolve no pay and short pay issues. Weekly spreadsheets of over limits and past due customers. Enter manual invoices in JDEdwards.  Assist with answering phones and other receptionist duties.
HCA HEALTHCARE Discrepancy Analyst



Nov 02-June 05
· Logged all discrepancies and corrected non-payment related discrepancies.  Researched multiple insurance contracts to determine reimbursement.  Forward other discrepancies to the Overpayment and Underpayment Analyst.  Worked with multiple programs at one time.
SKILLS

· Microsoft Word, Excel and Access

· Data Entry (50wpm)

· JDEdwards Accounting Software

· 1040 Individual tax return preparation

EDUCATION

American Intercontinental University

(Medical Coding and Billing)

