Shana M. Winter
3043 Chatham Street - Philadelphia, PA 19134

(215) 840-9079 – shana.winter01@yahoo.com

Technical Skills and Expertise

· Managers Tool Kit Oracle R12

· TSO/ Cash system

· TCS- Payroll system


· Microsoft Applications

· Reconnet 8.1

· Concur
· Freidman\Green screen

· Cardinal database software 

· Catertrax

· ARAMARK Global Financial Field

Professional Experience
American Oncologic Hospital – Fox Chase Cancer Center 

May 2017- Present 

Receptionist/ Travel Coordinator

· Manages the building front desk.
· Ensures all guests and employees receive superior customer service.
· Actively ensures that HR visitors/candidates are connected with appropriate personnel.
· Manages the Petty Cash system for Fox Chase Cancer Center, ensuring that the proper receipts are accepted and processed, reconciles all Petty Cash receipts and processes through Accounts Payable.
· Coordinates the travel arrangements that may include air travel, car service, hotel accommodations, and train service for visiting guests and designated staff of FCCC.
· Maintains the Travel Database and engages in program reviews for Air Travel, Hotels, and Car Service. 
· Processes all invoices for travel arrangements and reconciles those transactions at months end.
· Responsible for account reconciliation of FCCC vendors. 
· Assist the gift shop in verifying packing slips for new products, creating inventory spreadsheets for audits and yearly inventory counts.
ARAMARK 1st & Fresh Catering 




May 2016- May 2017
Administrative Assistant

· Ran daily catertrax invoicing for next day orders, create all orders in excel spreadsheet

· Reconciled accounts receivable payments and invoices
· Processed daily credit card charge sales 

· Ran sales reports for weekly invoices, credit cards
· Took & processed client orders for catering events 

· Entered TJV journal entries for general ledgers 
· Maintained and ordered office supplies

Northeast Building Products, Philadelphia, PA                                      June 2015 – May 2016
Assistant Buyer

· Processed daily schedule for tempered glass for production, maintained orders for daily glass remakes sending to glass supply vendors for next day delivery

· Received packing slip for glass and matching with invoice for payment approval.

· Managed all incoming mail and distributed to appropriate department.

· Processed department requisition for manufacturing supplies, ordering office supplies from WB mason.  
· Ran daily access report, converted sale orders into purchase orders for windows, doors, and shutters

· Maintained files and organized file cabinets

ARAMARK Corporation, Philadelphia, PA



June 2007- April 2015


Administrative Assistant (Accounting Associate Assistant)/Banking Coordinator
 
· Processed invoices for Accounts Payable using Managers tool kit application
· Checked/approved expense reports before sending to Accounts Payable for processing approval
· Processed payroll for Accounts Receivable, Cash & Banking, Business & Industry accounting, and Fixed Assets under Time collections services, previously used Time plus
· Processed new location openings/closings via ARAMARK.NET Business Information Center
· Provided clerical support to B&I, Cash & Banking, AR, and Fixed assets as well as the accounting director, and Associate Vice President of Finance
· Managed daily bank BAI reports/ processed into Corporate Reconnet 8.1 system for electronic reconciliation
· Managed data entry of bank balances into Corporate Cash System, used for monthly reconciliations
·  Booked daily component ach returns for locations in the field that hint the corporate bank account into TSO system
· Ordered appropriate equipment/software for new employees as well as security badges and maintenance 
· Maintained office inventory/organize filing cabinets 
· Provided excellent customer service by answering phones, assisting/directing calls to the appropriate department
· Solved customer service issues such as ordering deposit slips for locations

· Processed credit card applications and maintained Travel and Procurement card data, using JP Morgan bank website to increase card holder limits for Travel expense or corporate purchases. 

· Initiated the research on how to setup new component openings/ credit card setups for Business Services Unit to improve company deadlines, adding the information in Microsoft access.

· Ordered equipment, and data caps for credit card processing, and bank depository items for location deposits from daily sales

· Performed clerical assignments using Microsoft programs
Education

Lincoln Technical Institute for Therapeutic Massage & Body Works, Philadelphia PA         
Franklin Towne Charter High School, Philadelphia, PA





