Sharon Lewis
325 Laurel Ave., Apt. 303, St. Paul, MN  55102
sharon_lewis11@yahoo.com | 612-396-9269


Hiring Manager, I am offering my resume in consideration for an Accounting Clerk position.  

· I am proficient in data entry, reconciliation, researching, organization, analyzing, and problem solving, word processing, generating reports, and meeting deadlines.  
· I am experienced in A/P and A/R, data entry of invoices, journal transaction and adjustments in Quickbooks.   
· I am a multi-tasker, team player, dedicated, and hardworking.  
· I am also proficient in various office routine duties.  
· I have excellent communication and customer service skills.   
· I have an intermediate knowledge of Microsoft Office and Quickbooks.
· As an individual I am a keen learner who can quickly grasp any work assignment.   
· I have the discipline to work unsupervised.  I am confident that I can be a valuable asset to your company.

2014 – Current:  I’ve had three spine surgeries along with chronic pain issues that kept me from sitting at a desk.  I have gotten to a point where I can work again.  I have recently (March 2025) acquired Professional Bookkeeping with QuickBooks Course and QuickBooks Online user certificate.  I am studying for my bookkeeping exam via AIPB/Prometric.  

SUMMARY OF SKILLS

Software: Microsoft Office suite, QuickBooks, 
Administrative:  Typing (55 WPM), File Management, Order Entry, Gen Ofc Equip.
Financial:  Accounts Payable/Receivable, Auditing, Account Reconciliation


PAST WORK EXPERIENCE:

Accounts Receivable Coordinator, APR Consulting Inc., Las Vegas, NV, 
· Ensured accurate and timely payment application to customer accounts.
· Reconciled accounts with unused credits, duplicate, over, or unapplied payments, providing clear audit trails.
· Created management reports in financial software and Excel.
· Performed collection activities, including outbound B2B calls to past-due customers.

Bookkeeper, MG Express, LLC, Las Vegas, NV
· Proficient in data entry and QuickBooks
· Experienced with Excel for financial and administrative tasks
· Managed driver payroll and cash advances
· Skilled in general clerical duties and office administration

Billing Tech, Career Management Associates/VA, Ankeny, IA
· Confirmed eligibility, verified claims for authorization, and tracked clinical records for claims for approval. Used Visa, CPRS, Vista Web, Mill Bill Info System, and FBCS databases for processing. Researched claims for customer service, follow-up calls
· Verified patient information, including service connection percentage, claim details, codes, charges, and Medicare coverage. (Inpatient, Outpatient, ER, Ambulatory, etc.), ensuring no duplicates charges and created payment batches.
· Managed reconciliation projects to confirm processed and pending claims.

Project Lead I, Graphic Imaging Services, Inc., Las Vegas, NV
· Collaborated with clients on database specifications.  Managed large projects with large format scanners, technical drawings, excel indexing, document scanning, data entry, customer service, ensuring daily goals and quality control.   
· Conducted interviews for prospective indexers. Supervised and trained 2-4 employees.

Accounting Clerk, Nancy K Imports & Exports, Las Vegas, NV
· Conducted computerized bookkeeping, Single-line phone, data entry of merchandise codes, pricing, and inventory
· Emails, requests, quotes, shipping and receiving, took photos of merchandise and applied designs as needed

Data Entry Specialist, Workway, Inc., Las Vegas
· Compared transactions entered with source documents, reversed transactions in error, and issued refunds.
· Performed calculating, posting and verifying duties. Clearing accounts and transferring data between old and new accounts.
· Instrumental in bringing current backlogged data entry and billing information in a timely manner.

Accounting Clerk, Academic Funding Group, Roseville
· Data entry, loan verification, accounts receivable/payable, payments posting, invoices verification, customer service, basic clerical tasks, wire transfers, expense, profit projections, amortizations, reports, reconciliation. substantiate business transactions in QuickBooks.
.

CERTIFICATIONS

· QuickBooks Bookkeeping               Mpls.Comm.College, Mpls., MN             March 2025
· Cert.QuickBooks Online User                            St Paul, MN                            April  2025 https://www.credly.com/go/jsP9FtJslb2mBjswYl8I9A
· Certified Bookkeeper - 02947                           Las Vegas, NV                   October 2010
· Accounting/Bookkeeping Specialist      LV-PITA, Las Vegas, NV                      July 2010
· Accounting Clerk                        Summit OIC, Minneapolis, MN                        May 1996

