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Summary

Committed High-energy Executive Assistant/Office Manager successful in building and motivating dynamic teams. Creating and implementing effective ideas that cultivates company growth through improved efficiency and productivity.

Dedicated Office Manager with extensive experience in the coordination, planning and support of daily operational,
Administrative functions multi-tasking and maintaining a strong attention to detail. Employs professionalism and
superior communication skills to meet client and company needs. Accounting experience familiar with financial reconciliations, general ledgers and financial reporting.


Experience
Branch Administrative Manager
March 2015 to Current
CSC Serviceworks - Denver, CO
Manage and coordinates Installation schedule Responsible for Branch payroll functions Process Accounts
Receivables Manage Purchase Orders both internal and external Responsible for managing sales orders within
Sales Force and liaison to Area Sales Reps Manage customer service issues for repairs and collections Responsible for day-to-day operations, payroll, timesheets, benefits, travel arrangements, and office events.
Office Manager
August 2013 to March 2015
docuLynx, Inc - Greenwood Village, CO

Stream lined the office operations, oversees the administrative functions, assistant to the executives.
Daily operations, expense report administration, HR functions, payroll, insurance, time-sheet administrator.
Developed procedure manuals for all functions of finance, human resources, and payroll, time-sheet, and expense
reports.

Academic Coordinator
May 2011 to August 2013
Jones International University

Coordinated the doctorate program to detect any gaps within the process, identified obstacles and stream lined
the progress including managing, implementing and re-designing all documentation and required signatures
needed for candidates to proceed with graduation.
The new implementation involved training, coordinating and facilitating Students, SSC, Faculty and Academic
Affairs to ensure candidates graduate as scheduled within a proper process.
Assisted with preparing the new Dissertation Handbook, recognizing and responding to State requirements, IRB
applications and certifications, collection of external committee member's information, managing the doctoral
process daily to ensure course registration, paperwork efficiency, due diligence and graduation.







Office Manager
September 2007 to September 2010
MAI Design Group - Englewood, CO

Supervisor of administrative staff and reduce office expenses, handle travel arrangements, coordinate trade show,
created procedure and policy manuals, motivated employees with office events. Provide human resource benefits and administration, maintained all employee records and files and sourced new health care plans. Developed and produced marketing and projected expense reports. Invoicing, time sheets, payroll, health benefits, employee orientation, customer service and AP/AR.

Education
College of Dupage, Business
Notary of Colorado
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