Laura Jenson
210 Davis Road
Granbury, TX  76049
Cell:  206-466-4811

OBJECTIVE:

To find a position that challenges my skills and provides an environment for me to contribute in a positive and cooperative manner.  To continually grow in skills and dedication as well as being adaptive to change,always pushing my performance to the limits of excellence.

COMPUTER SKILLS:

Microsoft Office (Word, Excel, Outlook)

SKILL SUMMARY

Self motivated, hard working, focused, problem-solver, open minded, quick learner, organized, able to prioritize & detail oriented.  Excellent customer service, communication, computer and documentation skills.  Able to work easily with many different personalities, under pressure and high volume work load.  Very dedicated to professional service with a smile and good humor.  Dependable, ethical and a team player.

WORK HISTORY

1997 to Present – Washington Memorial Park , Seattle, Washington 
Accounts Payables/Receivables

Accounts Payable

· Code and post invoices

· Print checks and prepare for mailing

· Reconcile Petty Cash Bank Statements

· Reconcile Urn and Casket inventory

· Run reports to maintain accuracy for closing the accounting books for end of the month.

· Any other duties as assigned by Manager

Accounts Receivables

· Check contracts for accuracy

· Post contracts and cash

· Print reports to maintain accuracy throughout the month

· Reconcile accounts

· Print and mail Statements and Delinquent letters

· Maintain Petty Cash Box

· Answer Phones when necessary

· Any other duties as assigned by Manager

· Help Sales Department with burial locations 
· Prepare 1099’s for mailing

· Initiate refunds as needed

· Maintain spreadsheets and reconcile for correct balances

1996-1997 – Yarington’s Funeral Home, Seattle, Washington

Administrative Assistant

· Answer phones
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· Greet families

· Receipt payments

· Prepare all necessary legal documents 

· Prepare Register Books and Memorial Folders for families

· Any other duties as required by Manager

· Maintain Petty Cash Box

· Daily Bank Deposits

1995-1996 – Ted Dickey Funeral Home, Plano, Texas

Administrative Assistant

· Answer phones

· Greet families

· Post contracts

· Prepare checks as needed for funeral services
· Prepare Memorial Folders and Books for families

· Prepare all necessary legal paperwork

· Any other duties as assigned by Manager

1992-1995 – Male Health Center, Dallas, Texas

· Answer phones

· Greet patients

· File

· Schedule appointments

· Receipt payments

· Any other duties as assigned by Manager

EDUCATION

Lake Worth High School, Lake Worth, Texas

INTEREST AND ACTIVITIES

Girl Scouts, Travel, Reading, Camping, Church activities, and participating in the Susan G Komen 3-day walk in November.

REFERENCES:

Caren Tobolski – 206-276-1373
Betsy Lardent – 206-277-5423

Debra Johnson – 206-277-5410

