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PROFESSIONAL  EXPERIENCE, continued
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2707 West Stiles Street, Philadelphia, Pennsylvania 19121
267-218-1986 ~ marymullen110@comcast.net


SUMMARY OF QUALIFICATIONS


A highly organized and detail oriented professional with extensive experience in coordination, planning and support of financial, operational and administrative functions.

· Dedicated and focused; able to prioritize and complete multiple tasks to effectively achieve projected goals.

· An independent and motivated professional with a proven track record of accurately completing research, reporting, information management and business development. 

· Able to grow positive relationships with clients and colleagues at all organizational levels.

· Flexibility to work in a collaborative and changing environment.

· Computer skills include MS Word, Excel, Quick Books and Outlook.



PROFESSIONAL  EXPERIENCE

AUTOMOTIVE TRAINING CENTER - Exton, Pennsylvania	April 2008 to November 2018
Student Accounts Coordinator
Responsible for the management of student accounts and financial and student records in a post-secondary educational setting.
· Design, implement and monitor functions in the billing and collection of student receivables. 
· Establish and maintain policies, procedures, and internal controls for accounting and depositing of payments, monitoring of receivables and optimizing collections.
· Develop strategic plan; assesses outcomes and formulates responses to improve student revenue performance.
· Ensure reporting requirements are completed in timely and accurate manner to fulfill Federal compliance obligations.
· Collaborate with appropriate institutional offices, including but not limited to, the Offices of Financial Aid, Registrar, Student Affairs, and Information Technology, to ensure efficient interdepartmental workflow and communication.
· Provide exceptional customer service to students including the timely and professional response to all inquiries. 
· Act as Registrar to ensure accurate classroom utilization, class scheduling, posting of student grades and management of the Pennsylvania State Inspection and Emissions Certification Classes.




REGENCY GROUP – Ardmore, Pennsylvania	January 2007 to March 2008
Operations and Accounting Associate
Provided high-level administrative support to the Director of a family wealth management office.
· Performed stock portfolio updates and reviewed numerous account transactions to ensure accuracy to facilitate accurate cash reporting and investment management.
· Compiled and analyzed investment account data to prepare investment performance reports. 
· Executed monthly reconciliations for business and personal accounts including bank, brokerage and private placement investments.
· Performed general bookkeeping duties including accounts payable, receivable, and payroll for personal, business and charitable foundation accounts.
· Assisted in management of liquidation and collection activity for investment interest which included processing of past due accounts for suit, court and litigation fees and maintenance of bankruptcy and proof of claims files.

    DEVON  IT – King of Prussia, Pennsylvania	 			January 2006 to January 2007
Sales Operations Assistant
Provided administrative support to three senior regional account executives and the Vice-President, International Sales in this successful IT organization.
· Oversaw a wide variety of administrative, financial and operational functions, supporting all executive level projects and sales information-management processes. 
· Played a key role in the development of a highly effective procedural system resulting in improved operating efficiency of the sales order to delivery function. 
· Managed accounts receivable function including sales order entry and customer invoicing as well as coordinated the collection of past due receivables which resulted in significantly reduced delinquencies.
· Provided ongoing assistance to sales executives and help desk to resolve customer issues and/or disputes in a timely and courteous manner which enhanced important client relationships through excellent customer service.
EDUCATION

PHILADELPHIA UNIVERSITY, Philadelphia, Pennsylvania, Bachelor of Science, Business Administration

