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	Overview
	Accounts Receivable/Bookkeeper/Administrative/Data Entry

Over 10 years of office experience mainly in accounts receivable. I have worked in many different industries including: medical, radio, multiple types of retail and insurances. Outstanding management skills and experience with high volume companies. Proven ability to successfully manage multiple projects under strong deadline constraints. I am very computer literate and internet savvy. I am detailed, organized and always willing to learn something new. Computer proficient in MS Word, Excel, PowerPoint, Outlook, QuickBooks.

	Experience
	Oct 2008 – Present                       Elance Work                                      Virtual/Home

Mystery Shopper customer service – 1 week
A.S.A.P Data Entry – 2 weeks
Evan Albright Data Entry – 2 months
McHugh & Associates Data Entry – Dec 2008 to Feb 2009
Talley & Co A/R and Collections – Dec 2008 to Aug 2009
· Brought their total A/R from $1.1 Million to $600,000 within 6 months therefore it was manageable to handle in house.
Chasm Architecture – May to July 2009
· Internet research. Going through economic issues.

Live Well Chiropractic Billing – June to Aug 2009 

· Entered in past insurance payments. Practice was sold.

Pacific Time Systems – Aug 2009 to present ( 5 hours per week)
· Started their collections at $100,000 and currently at $60,000 so far.
Web-Digs – October 2009 to present (5 hours per week)
July 2006 – August 2008                    All Star Management                        Virtual/Home

Accounts Receivables/Bookkeeper – Virtual Assistant

· Responsible for daily deposits, collections, monthly customer statements, invoicing, credit applications, bank reconciliations, petty cash reconciliations, various reports, and other administrative duties.

· Streamlined the accounts receivable process which allowed customers to be billed on time therefore a more timely payment. Potential clients were also screened more carefully to prevent nonpayment. 

· May 2006 – Aug 2006                 Digital Theater Systems                       Agoura Hills, CA

Accounts Receivables

· Daily sales orders invoicing, license invoicing, collections, credit applications.
· Nov 2005 – April 2006             Cold Springs Medical                                Moorpark, CA

Billing Assistant (Work at home)

· Posting weekly deposits, appealing claims (workers comp), analyzing patient ledgers, detailed reports, daily uploads of Transcription (Private and Workers comp), knowledge of Lytec and Athena programs.

· Researched through the billing systems and found over $1 million dollars worth of claims that could be re-billed due to down-coding or missing paperwork. 
April 2005 – Oct 2005               Broadcastvision Inc.                                Agoura Hills, CA

Accounts Receivable

· Weekly deposits, invoicing/billing, customer service administrator, implemented new customer service policies, daily meetings, monthly statements, backup for payroll, commissions, bank reconciliation’s, petty cash reconciliation’s, credit applications, track of out-source repairs, back up for phone, collections, return Authorizations (advance replacements, warranty repairs, non warranty repairs, and return to stock), cash flow reports.
· Streamlined the A/R and customer service departments to which each customer calling would receive a call back within 24 hours and product repairs were actually being sent back within the time that was specified. Started to receive positive feedback with 1 month of being Customer Service Manager. 



