	
	Colleen McCarey
326 E. Wister Street, Philadelphia, PA 267-997-5389
 colleen924@yahoo.com

	Experience
	Accounts Receivable Supervisor
Pep Boys Corporate Office, Philadelphia, PA
March 2005 –January 2008 
Duties included supervision of cash application processing, reconciliation of general ledger of accounts receivable system with financial institution.  Responsibilities included research and resolution of chargebacks, assurance of compliance with Tax Revenue Department requirements for tax exempt commercial customers nationwide.  Development and implementation of database to insure accurate tracking of exemption status of commercial customers.  Resolution of customer service issues and review of cash application postings for accuracy.  

	
	Fleet Supervisor
Pep Boys Corporate Office, Philadelphia, PA
December 2002 – March 2005
Responsible for management of Fleet Accounts.  Duties included research and resolution of billing errors, customer service, supervision of Customer Service Representatives, Electronic billing and correspondence with stores nationwide. 

	
	Cash Application Clerk
Pep Boys Corporate Office, Philadelphia, PA
November 1999 – December 2002
Duties included application of cash postings to correct commercial accounts, posting of chargebacks and research and resolution of customer service issues.  Copying, faxing, data entry and maintaining a database to track chargebacks and customer service representative communications.

	
	Income Maintenance Caseworker
Pennsylvania Department of Public Welfare, Philadelphia, PA
June 1994 – December 1998
[bookmark: _GoBack]Responsible for making determinations for continued eligibility of Cash, Food Stamp and Medical Assistance programs, management of alert system to track communications from various government agencies with notification of income or resources.  Duties included daily interaction with clients and agencies within the department, referrals for employment and tracking of monthly reports

	Education
	Associate Degree, Business Academic
Community College of Philadelphia, Philadelphia, PA
May 1994
GPA 3.81 Highest Honors

	Skills
	Provide support and guidance to others through unique, first-hand experiences
Excellent communication and personal skills

	Interests
	Passion for assisting others on their road to recovery 
Working with the public



