	334 West Coast Road

Glen Eden

Auckland
	Phone 0212366170

E-mail Renee.Brown@Expeditors.com


Renee Brown

	Education
	1994 - 1966
Mt Roskill Grammar School
Auckland



	Professional experience
	1996 - 1901
NZ Couriers Ltd
Penrose, Auckland

Data Entry

· Inputting of courier charge labels

· Debit/Credit note inputting

· Banking cash/cheque inputting

· Cash & ticketing sales

Accounts Assistant (Head Office)

Direct Credit Allocations and Inputting

Debit/Credit invoice inputting

Management of BP Fuel Cards – Staff and Contractors

Allocation of Cash Sales/COD bankings (national)

Cash-flow

EFT transfers

2004-2007                          ACP Media Ltd                     Westhaven, Auckland

Accounts Receivable/Credit Controller

Cheque Allocation/Banking

Direct Credit Allocation/Data Entry

Debt collection throughout NZ & Overseas of $4m per month

Debtors ledger 2000 customers

Liaise with customers and update all correspondence daily via email, fax and telephone

Liaise with collection agent

Conduct trade reference checks

Reconcile debtors accounts accordingly

Management of accounts on stop credit

Referral and management of overdue accounts to collection

2007                                   Expeditors NZ Ltd               Airport, Auckland

Accounts Receivable/Credit Controller

	
	Maintenance of accounts receivable ledger

Collection of accounts receivables

Maintenance of all accounting records

Banking reconciliation

Assisting as required with monitoring Accounts Payable

Assisting with Payroll

Monitoring overseas payments, both in and out-bound

Booking travel/Accommodation

Stationery Ordering



	Interests and activities
	Netball, Reading, Touch

	Training
	May 05 – Excel Building Skills Course

Auldhouse Computer Training

Ponsonby

May 06 – A credit and Collection Workshop

Credit Management Services Ltd

	
	

	
	

	
	


