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COMPUTER AND TECHNICAL SKILLS
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Oracle Financials Database
QuickBooks
ADP Payroll Database
Risk Master X (Accident Claims Database)
Microsoft SharePoint; Word, Excel, PowerPoint, and Outlook
 Adobe Acrobat Software

EXPERIENCE  

Center in the Park Recreation Center                                                                                                     Philadelphia, PA 
02/2016-Current 
Front Office/Accounts Payable I

-Verifying I.D. credentials before allowing visitors/members access to the center 
-Switchboard Operation (20 lines): Answering queries regarding the center’s services, charges, and various recreational facilities
-Creating and monitoring expense reports & purchase orders
-Accounts Payable: Reconciling membership dues; Payroll processing 

Aetna Health Insurance (Contract Position, US Tech Solutions)
Blue Bell, PA
09/2014-02/2016
Quality Assurance Assistant
 
- Screening telephone calls, visitors, and mail; answering routine questions and supplying information 
- Composing and editing correspondence that may be highly confidential 
- Responsible for the coordination and scheduling of internal meetings and presentations; gathered and prepared necessary materials and equipment 
- Detected website failures and incorrect health plan information on Aetna’s website before publishing 
- Ensured the accurate retention and availability of records by maintaining filing system, both manual  and electronic 

Parkway Corporation- Claims Department                                                                  
Philadelphia, PA 
06/2012-08/2014 
Risk Management Assistant (Contract Assignment, Page Personnel)  
 
-Customer Service (Telephone): Recorded and filed customer complaints before 
 Adjuster assignment 
-Composed correspondence and monthly reports for senior management 
-Coordinated private conference room and client meetings
-Processed accounts payable using Oracle and QuickBooks
-Maintained department documentation-- schedules, phone lists and other office files
-Scanning backlogged Claimant depositions in preparation for potential trials 
 
Compass Group Inc.                                                                                                       
Philadelphia, PA 
07/2005-05/2012     
Conference Center Administrator 

-Opened and distributed mail to office associates and managers 
-Updated client profiles by alerting appropriate offices 
-Trained new data entry/mail room associates 
-Used Microsoft Excel to catalog all received and returned mail 
-Posted time sensitive documents on company’s shared database 
-Prepared PowerPoint presentations for the administrative staff 

EDUCATION 

Roxborough High School                                                                                              
Philadelphia, PA 
Diploma (Communications: 2001) 
