
Dana Davis

2110 Union Mill Rd

Houston, TX 77067

Work 713 853-7520

Home281 583-1348

Skills

Ms Word, Ms Excel, Lotus Notes, and Lotus Organizer.  MSA, Docview,  DSS Table (MS Access), ETA timekeeping, Envision, Hyperion and Internet.  Good communication skills and interact well with management, excellent organizational skills.

Education

Graduated in 1987
Drew Central High School
Monticello, AR

Work experience

1998 - Present
ECT-Merchant Finance                               Houston, TX


Sr. Clerk

· Responsibilities include keying monthly journal entries into MSA’s journal processor and hyperion

· Preparing monthly journal entry for On Balance Sheet Cash Application

· Process monthly Legal invoices (maintain Legal invoice binder and excel spreadsheet for JEDI wire reimbursement to ECT)

· Assisting 10 accountants in their daily wiring process such as: routing wires for signature, coping and delivers to accounts payable/management under time sensitive guidelines.

· Creating DSS Queries in Ms Access to investigate pre-paid expenditures allocated to incorrect RC Summary roll-out sheets

· Routing Distributions

· Delivering check deposits to Treasury

· Special Projects upon request

1997 - 1998
ECT-Financial Operations
Houston, TX

Sr. Clerk

· Ensured correct coding and processed invoices related to purchase orders, labor and G & A

· Allocated pre-paid expenditures to appropriate expense work order

· Provided billing support for IT group within ECT

· Created DSS Queries to investigate 3rd Party invoices

· Reconciled vendor accounts

· Submitted invoices to A/P

· Maintained Invoice Control Log (Excel)

1995 - 1997
             ECT – Information Technology                            Houston, TX

Clerk

· Duties included: established and maintained files for VP 

· Answered phones for Lead Assistant & Vice President

· Made copies, deliveries, mail runs, and supported six IT Assistants

References

Available upon request

