Tamika Marine
2020 Mifflin Street, Philadelphia, PA  19145
267-584-2430
Tmarine529@gmail.com

Adaptable Administrative Assistant who is organized, dual platform savvy handling both MAC and PC, proficient in various software such as Microsoft Office, Quicken, Quick Books, Banner 8, IDX and KEY Event Planning and able to handle multiple receivable and payable accounts.

Professional Experience

MeraKey										Philadelphia, PA
Client Funds Clerk									12/2012 to Present
· Maintain Financial Records for four different regions – Philadelphia, Woodhaven, New Jersey, Mid-Atlantic
· Reconcile Bank/ATM Accounts, personal needs allowance, requests for personal needs and monthly spending
· Create monthly invoices for Rent, Pharmacy and Cable
· Maintain expenditures, burials, banking and social security files
· Prepare files for State Audit, Grant Thornton and Internal audits
· Acts as Liaison and Prepare various reports for Local and State Governmental entities
· Works collaboratively with outside agencies on the implementation of joint ventures

Center for Literacy									Philadelphia, PA
Receptionist/Administrative Assistant							08/2010 to 03/2011
· Performed orientation for students who were to attend GED and ADP classes
· Administrated TABE test to future students, R.I.S.E., and PHA participants 
· Assisted students with homework and computer problems
· Carried general office duties: copying, faxing, answering phones, and data entry tasks

Accounttemps									Philadelphia, PA
Bookkeeping/Administrative Assistant							02/2008 to 05/2009
· Maintained records of financial transaction using QuickBooks
· Verified details of sales slips, invoices, and receipts
· Reconciled and balance reports
· Verified all phone, mail and email orders before packing and shipping

B.T.C. Food Service									Philadelphia, PA
Administrative Assistant 								03/2007 to 12/2007
· Performed basic bookkeeping functions
· Filed and retrieved corporate documents, records, and reports
· Opened, sorted, and distributed incoming correspondence, including faxes and emails
· Prepared responses to correspondences containing routine inquiries
· Kept records of deliveries made to Senior Centers and Day Care Centers

Strivers Personal Staffing Services							Philadelphia, PA	           
Admissions/ Credit Application Leader                              					06/2005 to 03/2007
· Processed all credit and cash applications for all 600 stores located throughout the country
· Analyzed credit data and financial statements to determine the degree of risk involved in extending credit
· Recorded information about financial status of customers and status of collection efforts
· Performed various administrative functions for assigned accounts, such as recording address changes and purging the records of deceased customers
· Answered incoming calls concerning credit, cash and billing

Brennan & Associates                                                           					Philadelphia, PA  
Bookkeeper & Administrative 							05/2004 to 06/2005
· Created and maintained all information using customized software Time Matters
· Maintained clients records to ensure accurate bookkeeping
· Updated and filed confidential records of clients
· Called clients to obtain missing information from personal files

Education

University of Phoenix 								Philadelphia, PA
 Human Services Management
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