
Julie Fowler
 Ash Flat, Arkansas 72513
 shahlasmiles1@yahoo.com | 870-373-1155
[November 5, 2025]
Dear Hiring Manager,
I am writing to express my interest in a full-time bookkeeping position with your organization. With a strong background in administration, medical billing, and customer service, as well as recent certifications in QuickBooks Online and Payroll, I am eager to bring my skills and dedication to your team.
In my current role as Recruiting Administrator for CCS Construction Staffing, I manage job postings and administrative processes remotely, utilizing Excel, Word, HubSpot, Bullhorn, and Microsoft Teams to maintain accurate records and support efficient workflow. My experience in medical billing has honed my attention to detail, organizational skills, and ability to work independently—all qualities essential for effective bookkeeping.
I am committed to accuracy, confidentiality, and continuous learning. My recent completion of the QuickBooks Online ProAdvisor Level 1 & 2 and QuickBooks Payroll Certification programs has equipped me with the latest tools and best practices in bookkeeping and payroll management. I am confident that my skills in records management, customer service, and administrative support will contribute positively to your organization.
Thank you for considering my application. I look forward to the opportunity to discuss how my experience and skills can support your team’s financial operations.
Sincerely,
 Julie Fowler
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JULIE FOWLER
Ash Flat, Arkansas 72513
 shahlasmiles1@yahoo.com | 870-373-1155
 Remote Work Available

Objective
Detail-oriented and dedicated professional seeking a full-time bookkeeping position where I can leverage my expertise in records management, payroll, QuickBooks, and administrative support to help organizations maintain financial accuracy and operational efficiency.

Summary
Dedicated and detail-oriented professional with extensive experience in administration, billing, and customer service. Currently working as a Recruiting Administrator for CCS Construction Staffing (remote), and recently certified in QuickBooks Online and Payroll. Eager to leverage new skills and certifications to transition into a full-time bookkeeping position. Recognized for accuracy, organization, and a strong work ethic.

Skills
· Bookkeeping & Financial Reporting
· Accounts Payable & Receivable
· Bank Reconciliation
· Payroll Processing
· QuickBooks Online (ProAdvisor Level 1 & 2)
· QuickBooks Payroll Certification
· Invoicing & Billing
· Expense Management
· Data Entry & Accuracy
· Budget Tracking
· Financial Statement Preparation
· Tax Preparation Support
· Records Management
· Attention to Detail
· Confidentiality & Compliance (HIPAA)
· Process Improvement
· Remote Work Efficiency
· Customer Service
· Time Management
· Communication (Written & Verbal)
· Organizational Skills
· Software Proficiency: Excel, Word, QuickBooks Online, QuickBooks Payroll, HubSpot, Bullhorn, Microsoft Teams



Experience
Recruiting Administrator
 CCS Construction Staffing (Remote)
 February 2023 – Present
· Post job openings across multiple platforms to support recruiting efforts
· Perform administrative tasks related to recruitment, including maintaining accurate records and reports using Excel and Word
· Utilize HubSpot and Bullhorn to track job postings and manage communications
· Collaborate remotely with team members via Microsoft Teams to ensure timely and efficient workflow
· Assist in HR, payroll, and onboarding functions as needed
· Ensure compliance with company policies and confidentiality standards
· Provide exceptional customer service to candidates and internal teams
· Contribute to process improvements for recruiting and administrative workflows



Certified Medical Billing Specialist
 Virtual Benefit Solutions, Chapel Hill, NC (Remote)
 November 2021 – June 2023 (Furloughed)
· Processed new and aged claims, corrected and resubmitted claims
· Posted payments, checked status of unpaid claims, and worked on billing revenue cycle projects
· Attended daily meetings via Microsoft Teams and Zoom
· Researched billing and coding updates, worked independently from home

English as a Second Language Teacher
 ITutorGroup, Taipei, Taiwan
 March 2019 – April 2020
· Taught grammar, writing, listening, and reading at beginner and intermediate levels
· Prepared lesson plans, evaluated students, and maintained academic records
· Improved student grammar and conversational skills through interactive assignments

Medical Biller and Coder
 Physicians Medical Center, Mountain Home, AR
 April 2006 – October 2009
· Reviewed payments, medical records, and codes for accuracy
· Maintained updated knowledge of coding requirements and regulations
· Communicated with healthcare personnel to promote accuracy

Medical Assistant
 Physicians Medical Center, Mountain Home, AR
 March 2004 – April 2006
· Performed preliminary physical tests, recorded patient history, and assisted with diagnostic testing
· Educated patients and assisted with insurance verification

Medical Assistant
 Little Rock Pediatric Clinic, Little Rock, AR
 August 2002 – March 2004
· Performed preliminary physical tests, maintained records, and assisted with diagnostic testing

Certified Nursing Assistant
 Heritage Living Center, Conway, AR
 May 1993 – November 1998
· Assisted patients with daily living activities, monitored vitals, and maintained patient records

Swing Shift Manager / Crew Member
 McDonald's Restaurant, Maumelle, AR
 April 1987 – April 1991
· Supervised teams, trained workers, and managed daily operations


Certifications & Training
· QuickBooks Online ProAdvisor Level 1 & 2 (2025)
· QuickBooks Payroll Certification (2025)
· Certified Medical Billing Specialist
· Certified ESL Instructor
· Medical Billing and Coding Certificate
· Diploma in Medical Assisting

Education
· Bachelor of Arts in Sociology, American Public University System, Charles Town, WV (August 2025)
· Certificate in Medical Billing and Coding, Fayetteville Technical Community College, Fayetteville, NC
· Diploma in Medical Assisting, Eastern College of Health Vocations, Little Rock, AR
· Master of Science in Metaphysical Sciences, University of Metaphysical Sciences, Arcata, CA
· Associate of Arts in Music, Westark University, Fort Smith, AR
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