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Professional Summary

Highly talented and accomplished billing analyst with legal and administrative support experience.  Technical skills include:  Proficiency in Microsoft Office applications, superb customer service, good knowledge of record keeping, detail-oriented, ability to handle tasks independently and excellent analytical and problem solving skills. 

Work History
				 
Duke Business – Philadelphia, PA						01/2011 - 01/2014 
Administrative Assistant 

· Sent out mailers to customers 
· Organize and maintain filing system
· Create and update spreadsheets
· Assist on special projects

Comcast Business – Moorestown, NJ						12/2007 - 12/2009
Senior Operations Support Representative

· Processed monthly bill run
· Remitted completion notifications to customers when their services are turned up
· Communicated and resolved billing issues with the sales associate
· Reviewed service agreements for invoicing 
· Updated addresses, services, and charges to the billing system

Fleetway Leasing – Feasterville, PA						03/2007 - 11/2007
Executive Administrative Assistant

· Maintained calendar for senior executive staff
· Processed credit reports and insurance verifications
· Created and maintained policy and procedures manual
· Provided support to the controller and financial analyst
· Screened all incoming calls and re-route them to the appropriate individual


Education
Northeast High School 								09/1994 to 06/1998
Graduated with honors




Volunteer Experience

St. Cecilia School – Philadelphia, PA						09/2017 - 6/2018
Library Aide 

· Check books in and out
· Assist in locating books
· Return books to shelves
· Organize Inventory

St. Cecilia School – Philadelphia, PA						09/2014 - 06/2015 
Teacher Aide 

· Assist teacher with daily activities 

St. Cecilia School – Philadelphia, PA						09/2011 - 06/2014
Pretzel Aide 

· Sorted and separated pretzels for each grade 
· Counted Money




