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                           ROBERTA DeFOREST 
                                                        rdeforest57@comcast.net

                                                                       303-386-5458

                                                                 Professional Summary
Licensed Broker Associate - Realtor®

Keller Williams Preferred Realty - Westminster, CO

April 2009 to Present

· Real Estate Brokerage Services  
· Buyers, Sellers and Investors

· Sales/Marketing

· Contracts  
· Department of Regulatory Association (DORA)
· Negotiations

· Customer Service

· Real Estate Continuing Education and Designations
· Annual Contract Updates

· Colorado Real Estate Commission (CREC)

· Seniors Real Estate Specialist (SRES)

· REO and Short Sales Specialist

· Fulfill annual CE Credit Requirements

· Member of North Metro Denver Realtor Association, Colorado Association of Realtors
· SRES Certified (Seniors Real Estate Specialist)

· HECM Certified (Home Equity Conversion Mortgage)
Small Business Owner

BeDazzled! Home Staging & ReDesign, LLC - Denver, CO

October 2008 to January 2010
· Home Staging and Redesign for Vacant and Occupied Homes

· Sell Properties Quickly and for Top Dollar
· Additional Professional Services

· Consulting, Organizing/De-Cluttering, Color Consultation, and Landscape Design
· Senior Services (65+); Estate Clearing, Downsizing and Transitional Move Services
· Marketing
· Website, Web 2.0 Social Networks, E-flyers, Business Cards, Brochures and Public Presentations
· Bookkeeping, A/P, A/R, Budgeting
· Member of 
· North Metro Denver Realtor Association; SR Alliance; National Association of Professional Women; Colorado Association of Staging Professionals
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Administrative Associate III - Travel Auditor

Ball Aerospace Technology Corporation – Broomfield, CO
May 2000 to October 2008

· Travel Expense Report Auditing

· Airfare Reconciliation, Business Meals, Lodging, Mileage Reimbursement, Interviewee Expenses, Employee Relocation Reports in accordance with FAR Requirements and Relevant Quality System Procedures and Work Instructions to meet Government Compliance Requirements
· Review Supporting Documentation 
· Receipts, Travel Requests and Authorization Forms, Extended Travel Agreements, Account Coding, Segregation of Unallowable Costs
· Audit Monthly Procurement Card Expenditures for Coding Accuracy and Processing of Authorized Corrections
· Effective Communication 
· Travelers, Administrators and Staff
· Support Internal and External Travel Audits, and Other Duties as Assigned
Office Manager/Program Administrator

Evolutia – Denver, CO
January 1999 to April 2000

· Project Cost Tracking
· A/R and A/P Accounting functions
· Project Budget Analysis
· Cost Proposal Preparation
· Effective Communication 
· Vendors and Company Personnel 
Accounts Payable Specialist

ARCADIS Geraghty & Miller – Denver, CO
April 1997 to January 1999

· High Volume Accounts Payable (2500 invoices/month) 
· 9 Satellite Offices and 1 Subsidiary Company
· Review, Code and Enter Invoices 

· Review and Audit Invoice Batches for Posting
· Effective Communication 
· Vendors and Company Personnel 

Education – Life Long Learning
· Kaplan Professional Schools - Real Estate Broker Licensing Education

· Regis University - Accounting
· Front Range Community College - Landscape Design/Urban Horticulture
· Westwood College of Technology - Graphic Design/Multimedia
Links

http://www.robertadeforest.com
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