[image: image1.png]Manufacturing Alliance
of Philadelphia
i project of the: Urban Industry Initiative



                                                            
	Natalie F. Adams 




	Summary of Qualifications 
	Strong analytical and planning skills, combined with the ability to coordinate the efforts of many to meet organizational goals. Productive and efficient work habits without supervision. Self-motivator with high energy.

· Bilingual (Spanish / English) 

· Organized and detail oriented.

· A solid background in customer service. 

· Excellent interpersonal and communication skills. 

· Dependable, responsible and demonstrates strong work ethic.   

· Computers: Microsoft Word, Outlook, Access, Excel, Power-Point, Internet, E-mail, Type: 45wpm

	
	

	 Experience

	  7/1999 to 9/2010 
	Receptionist /TOLL COLLECTOR                                              

PA Turnpike Commission, King of Prussia, PA 

· Summer Employment:  Regulated a PBX Switchboard. 

· Utilized spreadsheets, typed memos, filed faxed, answered phones & redirected calls to appropriate offices. 

· Organized training packets for toll collectors.

· Collect Tolls, Distributed Fare vouchers to cars entering Turnpike, Proper Accounting of drawer and processing of paperwork

	1/2005 to 7/2009
	Claims payables clerk                             

Assurant Solutions, King of Prussia, PA 

· Responsible for all out-going checks, stop payments, and check re-issues.

· Managed invoices,  imported, processed, and tracked information as required

· Handled customer reimbursement approval process, authorizations, credits and reconciliation.

· Submitted bounced checks and credit card disputes for collections.

· Reviewed  insurance claim forms for completeness and transmitted claims for further investigation

· Communicated with warehouse personnel in regard to shipping and receiving of cellular equipment.

· Recorded receipts of mailed and faxed invoices (counting and data-entry).

· Handled inbound calls for payables queue-assisted customer, inquiring about reimbursements and follow-ups. 

	  9/2003 to 1/2005 
	Manager                                                      

Nat's Deli Grocery, Philadelphia, PA 

· Managed convenience store. Locked and secured store.

· Directed and supervised employees engaged in sales and in performing services for customers.  

· Kept records of vendors, purchases, sales, and requisitions. 

· Formulated pricing policies on merchandise according to requirements for profitability of store operations. 

· Inventoried the store, reconciled cash with sales receipts, kept operating records, and prepared daily record of transactions.

	
	

	  2/2003 to 8/2003 
	Administrative Loan Processor                  

First Prudential Mortgage Company, Philadelphia, PA 

· Worked closely with prospective home buyers and current home owners. 

· Processed loans for buyers, verified current home owners' existing mortgage policies. 

· Ordered and cleared titles and judgments. 

· Worked with home owners insurance and lender place policies. 

· Worked with "All State" insurance company to refer clients. 

· Recorded information from clients, input information in company database. 



	Education

	 9/1999 to 5/2010
	Penn State University, Abington, PA

· Pursuing Bachelors in Letters, Arts, and Sciences  

· Minor in Business Management/Marketing 

	
	

	  9/1995 to 6/1999
	Olney High School, Philadelphia, PA 

· High School Diploma in Academics

	
	

	References Available Upon Request
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