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Ashley C Katz


Ashley C Katz
148 Birchwood Dr.
Palm Coast, FL 32137
386-246-6864 Home
352-840-5469 Office
Experience:



Leprechaun Racing Management, Inc 
Ocala, FL

Office Manager
2004 to Present

· Manage all accounts payable and accounts receivable for a multi-million dollar Race Horse Farm

· Develop and maintain relationships with multiple banking institutions, clients and investors

· Process payroll checks for all employees

· Design multiple custom spreadsheets for upper level management using Excel

· Perform all bookkeeping and billing procedures, using Horse Farm Management program
· Coordinate company parties and events


Universal Air, Inc
Birmingham, AL

Accounts Receivable and Billing Administrator
2002 to 2004

· Managed accounts receivable and collections

· Managed billing for work performed at US Steel as well as all individual accounts

· Developed filing system and maintained orderly records

· Supervised the activities for a staff of eight technicians

· Fielded service calls and dispatched technicians
· Maintained all in house office equipment


Birmingham Budweiser
Birmingham, AL


Administrative Assistant
1999 to 2002

· Started as Receptionist using multi-line phone system, dealing with all customer service issues

· Promoted to Administrative Assistant to the General Manager and Sales staff

· Generated sales and quota reports, including data entry for all pertinent information using BudNet program

· Maintained data for shelf sets and displays for Anheuser Busch

· Ordered all employee uniforms and promotional items

· Maintained communication equipment and service contracts

· Taught Responsible Vending classes to store owners and on-premise account employees

· Coordinated quarterly sales meetings 

· Performed onsite promotions for Anheuser Busch products at local on-premise accounts and special events

Education:


University of Florida
Gainesville, FL


Maintaining a current GPA of 3.8/4.0
2007 to Present 


Central Florida Community College
Ocala, FL


Associate of Arts Business Administration
2006 to 2007


Jefferson State Community College
Birmingham, AL




2001-2004

License:

· Notary Public for State of Florida
