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Well-organized, friendly Senior Accounts Receivable Assistant with 11 years of 
experience in the Healthcare industry and  who is driven to get the job done. 
Dependable team player with a drive to identify problems and contribute to the 
implementation of solutions. Recognize and acknowledge customer needs and 
complaints, investigate and resolve differences. Computer skills include Word, 
Excel and QuickBooks.

MAY 2009 – PRESENT
SENIOR ACCOUNTS RECEIVABLE ASSISTANT  - AUTUMN VIEW HEALTH 
CARE

 Entrusted to maintain accurate and current health insurance information for 
billing codes and rates while also updating client information such as phone 
numbers, mailing addresses, e-mails and social.

 Applying payments from residents personal accounts, credit cards, personal 
checks or cash for residential expenses and health care procedures while also 
ensuring credit and debit accuracy for all.

 Performing day to day financial transactions, including verifying, classifying, 
computing, posting and recording accounts receivables data. Preparing bills, 
invoices and bank deposits.

 Arranging for debt repayment or establish repayment schedules, based on 
customers financial situations.

 Recording information about financial status of customers and status of 
collection efforts.

 Sorting and filing correspondence, and performing miscellaneous clerical duties 
such as answering correspondence and writing reports.

 ${job_description7}

JUNE 2007 – MAY 2009
SALES ASSOCIATE - BONTON STORES

 Entrusted to accept payments for merchandise sold via credit cards, gift cards, 
and cash while also maintaining impeccable customer service in a fast paced 
work environment.

 Encouraged to participate with a teamwork mentality in a constantly changing 
work environment while also maintaining a professional and friendly demeanor 
toward both customers and co-workers.

 Managed client expectations to foster long-term partnerships and maintain high
retention rates.

 Built presentations, proposals, and models; and negotiated contracts
 Identified customer needs and provides appropriate solutions using approved 
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selling practices and guidelines.
 Processed customer transactions in the Point of Sale system, including sales, 

returns and exchanges in accordance with authorized procedures.
 This is Dummy Description data, Replace with job description relevant to your 

current role. In case if you dont need it you can delete it.

EDUCATION

Associates in Business Administration - 2009(Erie Community College  - Blasdell,
NY )

SKILLS

Microsoft Software (Excel, Word, PowerPoint) Care Organizer Software and American 
Healthcare Technology (AHT) Accounting Program
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