Brianna Blaney
 

Objective:                 My main objective is to obtain a position in which I may utilize my strong organizational skills and attention to detail.  I strive for successful results, and have the ability to work independently.  I prioritize workload and successfully complete tasks necessary to achieve departmental goals.

 

Experience:      
2014-2016

Customer/IT Specialist

        

     Hoss Pratt Industries

Continuous ticket monitoring in Zendesk, and customer interfacing via phone/e-mail
· Management of personal and team analytics and KPI's

IT support for both software dashboard, and web marketing portal
· Onboarding and training videos.
· Creation of "Help/Information Center"

· Infusionsoft, Intercom, and Zendesk software platforms

· Hosted daily training webinar for real estate agents and brokers via Citrix/GoToMeeting
2012-2014
Sales/Lead Generation

        

    CBS,i 

Daily B2B sales of SAAS for all major fortune 500 companies

Distributed white papers and research, as well as educated on concepts such as cloud based computing, big data, ERP, BI, infrastructure security, mobility and data analysis/integration

Marketed various scheduled webcasts for companies such as HP, IBM and SAP (HANA)

Consistent top three in the department on performance and exceeding daily quotas

Top three in bonus tier on a weekly basis


Tracked and reported hours on a weekly basis
2010-2012

Operations Specialist/Client Services

   RMG Networks


Troubleshooting for various networks including the NY Time and Fitness Entertainment Network -this included detailed tech instructions in both English and Spanish


Repaired Media Players and routers in the field, installed dongles


Monitored a web portal for a project I was a PM on, maintained the forums, set up webinars and walked each new customer through set up


Managed aspects of both Accounts Payable and Accounts Receivable


Exported and analyzed bi weekly reporting of metrics for several networks


Hired and managed a small client services department with 3 employees

2009 - 2010

Treatment Coordinator                    

 Trillium Dental Specialists

Inform and educate patients about their treatment plan and provide them with financial options and resources


Serve as the liaison between the insurance companies and the patient


Weekly reporting of metrics and totals of the daily journal, as well as profit prediction


Institute a completely paperless system via various spreadsheets


Medical and Dental coding, posting and billing

Resolve insurance processing issues in a fast paced setting


Responsible for submitting claims electronically (EDI)


Maintain the AR efficiently


Investigate open claims and perform problem resolution


Set up a schedule for the patients to thoroughly complete treatment


Discovered a system to FTP all necessary records that resulted in a 300% increase in turnover for insurance claims
· Daily patient interfacing and substituted for receptionist responsibilities

2007 - 2009

Credit Analyst                                            
Staples, Inc.

Strive to minimize DSO, bad debt write-offs and maximize cash receipts while being sensitive to the needs/requirements of both internal/external customers


10 Key master


Resolve customer billing problems within a timely manner while minimizing accounts receivable delinquency in a high volume commercial credit environment.


ACD call tracking _ upwards of 50+ customer calls per day _ consistently meet various daily and weekly goals, and responsible for tracking personal metrics


Cash application, reconciliation, issuance of credit memos or chargebacks, account adjustments.

Daily utilization of several financial applications/databases (i.e. GetPaid, Oracle, Quickbooks and AS400)


Various A/R tasks; including analysis of payment trends when setting course of action. 


Customer Interfacing and problem resolution

2006-2007

Staff Accountant / AR Rep.         National Technical Systems (NTS),      National Quality Assurance (NQA)

Manual invoicing, bank statement reconciliation, billing, payroll, deposits, data entry, mailing, filing, Multi line phone system. 


Commercial Collection (in English and Spanish), Customer service and problem resolution.


Assessing payment trends using D&B, DSO and IPA averages, analyzing payment behaviors and calculating credit risks. 


Both aspects of accounting including: Accounts Receivable and Accounts Payable Experience.


Customer Service, Utilizing QuickBooks, AS400 and Newlook.

 

2004-2006
Legal Secretary                                       Latti &Anderson, LLP.

Typed and mailed (certified): Pleadings, Return of Summons, Affidavits, Motion to Continue, Complaint and Demand for jury trial; all with corresponding cover letters.


Sent medical records to defense (M.G.L c.233, §79G.)   


New client intake in Spanish and English (including questionnaire), educating on the Jones Act (Seaworthiness, Damage, Negligence, Maintenance and Cure), filing, multi-line phone system, general organization


Filed documents electronically using the court’s EFC system, also utilized PACER for access to Court’s electronic documents


Scheduled appointments, conciliations and depositions


Deposition transcription, researched medical records and injuries, drafted a brief synopsis


Scheduled and researched various court reporters


Requested medical records using HIPPA and also Dr’s Curriculum Vitae


Optimized Spanish Clientele through translation 

Education:                      1999-2003                 
             California State University - Northridge                                  

B.A. in Political Science with a Minor in Psychology 


Solid 4.0 Grade Point Average, Deans List every semester

 
Skills:                 Experience and knowledge of the following computer applications:                 

                                     Oracle, Getpaid, Quickbooks, Quicken, AS400, Microsoft Word, Excel, Access, Outlook, PowerPoint, DSM, Newlook, Netsuite, Zendesk, Multiple CRM Software programs
ACD Call Logging, Legal drafting. BILINGUAL – Spanish to English Translation. Abilities in the following fields: Managerial, Administrative, and Paralegal. Skills include: 55-60 WPM, multi-line phone systems, filing, faxing, data entry, sales, appraisal, research, scheduling, hiring, organization, multi-tasking, PUNCTUAL 
