The Resume of Elizabeth A. Klotz

Objective

Striving to gain further experience and knowledge as a Credit and Collections professional in the financial or manufacturing industry, by providing ethical, moral and exceptional experience.   I am an efficient, honest, logical professional who is demanding of self and others.  I place high value on making important things happen and am driven to demonstrate my capabilities.

Experience

June 2003 – July 2006

Anchor Lamina, Inc.  

Farmington Hills, Michigan

Credit and Collections Coordinator
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Responsible for granting and maintaining accurate credit limits for new and established customer base.
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Daily and monthly balancing and reporting of general ledger to financial controller and to meet bank covenants.
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Consulted and integral in system procedures to accommodate the merger of 3 additional corporations.
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Maintained significant international client base ranging the entire globe.
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Maintained 26,000 accounts less than 90 days totaling $6.5 million accounts receivable.
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Reduced outstanding A/R from 44 days to less than 34 days.
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Documented procedures per ISO 9001 requirements. 
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Documented workflow, cash-flow procedures for Sarbanes-Oxley compliance.
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Maintained effective business-to-business relationship while enforcing strict credit approval procedures.
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Daily and monthly bank balancing and intercompany banking general ledger accounts.
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Trained and supervised various accounting personnel.

August 2002 – June 2003

Anchor Lamina, Inc.

Benefits Coordinator
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Responsible for benefits, payroll, 401K plans and Profit Sharing, for multiple locations and several hundred employees.  
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Duties included:  management of Health and Dental benefits, 401K, Long term and Short term disability, Worker’s Compensation, Life Insurance, COBRA compliance, HIIPA compliance.
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Preparation of general ledger weekly and monthly entries.
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Balanced weekly and monthly wage payable general ledger accounts.
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Provided financial and accounting reports to support financial controller and intercompany requirements. 

October 1999 - August 2002

Lamina, Inc.

Accounts Payable Specialist
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Maintained $2.5 million retrospective open items.
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Balanced accounts payable general ledger account.

[image: image19.png]



Implemented Accounts Payable 3-Way Match / Accrued Liabilities accounting procedure utilizing advanced financial integration.
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Obtained significant company savings through payment terms negotiations.
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Maintained excellent credit relations with suppliers while processing prompt payments.
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Processed payments by bank Wires, ACH and ABA.
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Daily and monthly bank balancing and intercompany banking general ledger accounts.
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Trained various accounting personnel on accounts payable policies and procedures.

May 1995 – October 1999

Lamina, Inc.

Buyer
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Implemented inventory control procedures, increasing profitability.
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Negotiated favorable cost decreases for purchased items by increasing discounts from vendors. 
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Negotiated and oversaw various international product expansion projects.  
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Assisted international trade representatives and product engineers with drawing/blueprint communications.
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Obtained significant cost savings through negotiations with transit vendors.
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Prepared, implemented and maintained ISO9001 Purchasing Procedures.

[image: image31.png]



Performed quarterly and annual ISO9001 Internal Audits resulting and maintaining in ISO9001 Compliance.
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Implemented Purchasing Department policies, procedures and database in accordance to ISO requirements.
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Created and maintained item vendor profile, part number databases, maintained inventory adjustments (AS400).
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Trained various purchasing, warehousing personnel in ordering and receiving procedures

January 1989 – March 1995

Lamina, Inc.

Customer Service Representative
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Assisted customers through all aspects of order development.
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Reported monthly product and divisional sales figures.
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Expanded sales to include international market accounts.
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Acquired technological knowledge of pressure control devices, hydraulic motor and drilling equipment.
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Created Special Order business development.

1987 – 1989

Lamina, Inc.

Billing Representative
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Maintained customer invoicing for several warehouse locations.
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Provided accurate Inventory control.
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AS400 database knowledge and gained Windows, MS Office / MS Word experience.

1985 – 1987

Lamina, Inc.

Marketing and Circulation Clerk
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Created and proofread new catalogs, price lists and various other sales and marketing materials.
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Created inventory control database for catalogs and price lists.  
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Maintained and updated mailing database.

Education

1985-2006

Participated in the following Professional Training Seminars:

Collecting Accounts Receivable, How to Legally Collect Accounts Receivable, How to Build Powerful PowerPoint Presentations, How to become a Better Communicator, How to be a Better Buyer, International Trade

Software experience:  IBM System 21 Advanced iSeries experience (AS/400), Microsoft Excel, Word, Power Point, Project, Outlook, Explorer, Access, ADP Software, Visio and Crystal reporting.

1982-1986 

Clarence M. Kimball High School 

Royal Oak, Michigan

Obtained High School Diploma 1986 in college preparation courses.

Conclusion

I am a hard working, highly diversified, ambitious and dedicated individual, striving to earn greater knowledge in the quality development of your industry.  I am considered a leader amongst my peers and able to guide at a managerial level.  I have performed in many lead roles as assigned and have been called on in many instances to provide my leadership talents, and have always strived to maintain excellence in the work place.

I am ready and able to help guide your corporation into the future of success and prosperity.  I have many talents not noted here and with 21 years of experience can readily increase sales, revenue, and morale.  I have also been recognized as a leader in my community by volunteering as Treasurer for a 65-member Cub Scout pack for 3 years.

May I arrange an interview to further discuss my qualifications?  I am available for an interview at a mutually convenient time.

Thank you for your time and consideration.

Sincerely,

Elizabeth A. Klotz

Jtlk1@comcast.net
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