Tiffany Smith
133 Willow Bend Dr Apt 4-B ~ Owings Mills, MD 21117 ~ (757) 927-3323 ~ mstiffany2u@msn.com 

Objective
To obtain a position within the Information Technology field were I can apply my current education and personal skills to be a great asset to a company.
Education
ITT Technical Institute, Owings Mills, MD			March 2009 – Present 
Associate of Science 
 Information Technology-Computer Network Systems Program
· Cumulative GPA:  3.36
· Expected Graduation:  March 2011

Computer, Networking & Related Abilities
· Knowledge of Installing, configuring and maintaining various Windows operating systems including 2000, XP, and NT
·  Understand DOS and Linux fundamentals
· Knowledge of building and maintaining a Local Area Network
· Knowledge of TCP/IP protocol
· Proficient in Microsoft Office and Internet applications including Word, Excel, PowerPoint, Access, Internet Explorer and Outlook 2000
· Knowledge of how to write and interpret binary codes
· Knowledge of Database and SQL Language
Personal Qualifications
· Exemplary work ethic and professional appearance
· Can assume leadership roles when necessary
· Consistently punctual
· Possesses excellent communication and customer service skills
· Fast learner and quickly adapts to any working environment
· Works well independently or in a team setting
Professional History
Receptionist							December 2009 to Present
Coram Inc. Columbia, MD
· Answers incoming phone calls and directs calls to appropriate personnel.
· Greets all visitors directing them to appropriate personnel
· Assists with miscellaneous clerical duties as needed
· Performs other related duties as directed by supervisor

Payroll Accounts payable	
Beacon Shores Virginia Beach, VA				April 2008 – April 2009
· Provided customer service by answering phones, employee request and questions
· Enroll all newly qualified employees into payroll system, benefits program if eligible and cancel all insurance in a timely manner.
· Maintain and update employee information into payroll system
· Collecting and track all new hire paperwork
· Administered new hire pay rates
· Administered new hire orientation and drug testing
· Administered new hire background checks
· Provided verifications of employment as needed
· Processed employee payroll bi- weekly
· Administered new hire verification of employment
· Paid monthly premium bills and reconciling them to employee payroll deductions
· Assisted with annual open enrollment of insurances
· Audited all employee personnel, legal and medical file
· Kept tickler system of all ppd, license certifications and hepatitis information.
· Tracked all nursing staff in-service hours.
· Received and process all facility bills bi-weekly
· Reconciled all facility business accounts
· Filed all HR and benefit paperwork as well as Accounts Payable paperwork, OSHA Log
Reported facility Workers Comp clams in timely manner
Assisted Ceo as needed.


Accounting Clerk	
Sentara Life Care, Virginia Beach, VA 				January 2007- April 2008
Accounts Receivable:
· Maintained Personal Fund Accounts and monitor timely closing of discharged resident’s accounts. 
· Monitors Balances for excess resources and negative balances. 
· Input patient ancillary charges to computer system. Reconcile ancillary batch log weekly. 
· Assisted Business Office Manager with end of month closing.
· Received and records payments. Assure daily deposits are validated by the bank.
Accounts Payable:
· Prepared invoices for payment, reviews payment authorizations for completeness and forwards to corporate office for processing. Accumulates and reports monthly accruals to General Accounting.
· Researched and request billing forms from vendors for consolidated billing to process for payment.
· Sell employee PERKS (movie ticket, amusement park discounted tickets) Reconcile and report activity to general accounting.
Payroll
· Input missed punches, PAL and sick leave upon approval
General Office Duties
· Provided general clerical support including: Maintaining files, typing, answering phones, routing calls, taking and delivering messages, and directing visitors.
· Provided account and other information to families, residents, and staff.
· Communicated with supervisor, staff, and external customers to resolve concerns and/or problems.
· Attended training programs, in-services, workshops, seminars, etc. to enhance applicable skill sets
· Performed other duties as assigned.
