Jayashree 
Email: jayashree.380780@2freemail.com 
Summary of Qualifications
· Knowledge of payment process of UAE VAT and preparation of VAT returns filing.
· Purchasing processes.
· Accounting including, accounts receivable, accounts payable, journal entry, Pcard reconciliation, Pcard auditing, month end accrual, and invoice processing.
· Medical billing coordination and credentialing.
· Managing research lab and research budget in a University.

· Teaching experience in pharmacy skills lab.

· Customer service in pharmacy, billing, library and in department store.
· Proficiency in MS Word and Excel.
· Working experience in MS Great Plains and QuickBooks accounting software. 

Professional Experience
VitaCost.com, Boca Raton, FL, United States
Nov 2017- Jan 2017

Accounting Specialist

· Entering vendors in MS AX
· Journal entry in MS AX.
· ACH processing
· Accruals
· Reconciliations

· Generating and analyzing reports.

Marketing Performance Group, Boca Raton, FL, United States
Oct 12 ,2017- Oct 27, 2017
Accounts Payable Specialist

· Processing invoices
· Entering new vendors and invoices in QuickBooks.
· Reconciling invoices
· Paying invoices online and credit card processing.

WV Division of Motor Vehicles, Charleston, WV, United States                                 Nov 2016-Jul 2017     Purchasing Assistant
· Assisting the purchasing manager with the preparation and evaluation of Request for Quotation (RFQ) and Request for Pricing (RFP) for the Division of Motor Vehicles.

· Verifying vendor registration 

· Purchasing items from various statewide contractors and internal sources.

· Contacting vendors to gain commodity information and pricing quotes.
· Preparing written communications such as internal memorandums, emails to vendors etc.

· Completing purchasing documents such as RFQ’s, RFP’s, agency delivery order, and agency purchasing order using WV Oasis and REMIS.
· Monthly Pcard reconciliation.

CAMC Memorial Hospital, Charleston, WV, United States                                 
Sep 2016- Nov 2016

Volunteer 

· Worked as a volunteer at CAMC Diabetic Out Patient Clinic, helping to organize data files.

Headwaters Resources Inc. South Jordan, UT, United States
 Sep 2015 – Mar 2016
Billing Clerk 
· Billing the sales tickets accurately.

· Tracking and reconciliation all the invoices for billing tickets, freight and handling fee.
· Generating reports using excel and analyzed it to find any inconsistency in price.
· Month end journal entry in Great Plains.
· Helping the controller with month end closing.
· Consistently met and exceeded the company time limit for billing by correctly and timely billing all the tickets. 
Kenworth Sales Company, West Valley City, UT, United States                                   Jun 2015 – Sep 2015
Payment Posting Clerk 
· Credit Card Processing.

· Helping to develop a Standard Operating Procedure for payment posting.
· Efficient and accurate payment posting helped the department save time and money.

 MEDEX, South Jordan, UT, United States
Oct 2014 – Jun 2015
Credentialing Specialist 
· Timely filing credentialing applications for the medical providers with the insurance companies.

· Managing a call list to follow up with the insurance companies for the credentialing status of the providers.

· Timely and accurate filing of all the re-credentialing application helped the providers getting their payment without any delay. 

· Developed good relation between the provider’s office and the insurance companies. 
Roseman University of Health Sciences, South Jordan, UT, United States
 
Feb 2011 – Sep 2014
Research Lab Coordinator 

· Overseeing day to day operations of the research lab including inventory management, expense tracking, and budget management. 

· Ordering and receiving the lab supplies, chemicals and lab equipment, storing the chemicals according to the MSDS, and updating the MSDS file.
· Serving as a mentor for the students in the lab. 

· Teaching sterile technique and basic life support for the pharmacy students.

· Ensuring the accuracy and efficiency in all the research activities. 

· Conducting regular lab meeting to discuss about all the issues regarding research in our lab.
· Managing and tracking the faculty grant money.

· Implemented a standard procedure for the lab which helped to reduce the cross contaminations of the experiments. 
MEDEX, South Jordan, UT, United States

Nov 2007 – Feb 2011
Billing Coordinator 
· Managing an insurance aging list for the all the insurance companies.
· Following up on all the submitted appeals. 

· Accurately posting all the insurance payments. 

· Tracking and condensing all the payments using Excel spread sheets on monthly basis.
Roseman University of Health Sciences, South Jordan, UT, United States
 Sept 2007 – June 2009
Library Assistant 
· Managing the front desk  

· New book processing. 

· Accurately filing all the returned books  

· Condensing the surveys conducted by the library 

KOHL’S Department Store, West Jordan, UT
Jun 2007- Nov 2007 
Sales Associate (part-time)






· Customer service on the sales floor.
KOHL’S Department Store, Upland, CA
Aug 2006- Jun 2007


Sales Associate (part-time)
· Customer service on the sales floor.






Western University, Pomona, CA, United States
 Feb 2007 – May 2007
Library Assistant- Voluntary
· Managing circulation desk.
· New book processing

Medicap Pharmacy, Iowa City, IA
Jan 2003 – Mar 2004
Pharmacy Technician
· Filling Prescriptions under the supervision of the Pharmacist.

· Compounding special prescriptions (capsules, Ointments, and oral preparation). 

· Managing the cash register and customer service.

· Communicating with Pharmacy headquarters, doctor’s offices, and insurance companies.    
Education
New Skills Academy
 Payroll Diploma
May 2018
Katerpillar
UAE  VAT Implementation Masterclass                                                                    May 11, 2018
University of Phoenix, South Jordan, UT, United States

Master of Business Administration (GPA 3.7) 
Oct 2013 – Mar 2015
University of Kerala, India, 




Bachelor in Chemistry 







Aug 1982 - Apr 1985
ExpertRating



                                        Accounting Training Certification. 
Apr 2015- Jun 2015

Chaffey Adult School, Upland, CA                                                                                
Certificate in Medical Terminology 





2006 
Certificate in Medical Insurance Billing & Medical Secretary 


2006
Thomson Education Direct                                                                                            
Pharmacy Technician Certificate






2002
Computer Skills
· MS Word, Excel and PowerPoint, Accounting Software
