Apryle Tepper
5215 Kendrick Ct, Golden, CO 80403
720.621.2132
apryletepper@yahoo.com

Summary Qualifications: 
· Colorado Notary
· Quick books Pro Advisor
· Human Resource, workers compensation, time off,  mediated between employees and management
· Payroll including W2,1099,quarterlies  and garnishments
· Sales Tax for variety of municipalities 
· Invoicing of accounts receivable
· [bookmark: _GoBack]Taxes, 1040, Estate, S-Corp , using Turbo Tax

Education:
· Bachelor of Science Degree in Business from Regis University, Denver, CO May 2013
· Associate of Arts Degree in Accounting  from Community College of Aurora (1996)
· Associate of Arts in General Studies from Community College of Aurora (1996)

Professional Experience:
Independent Contractor                                                                                                                               2013 to Present
Tepper Business Services, Golden, CO
· Coding accounts payable for 200 plus invoices monthly on time 
· Generate receivables including invoice for utilities and  security deposit refunds within the  60 days
· Arrange purchases of supplies for remodels, including picking up supplies
· Contribute to overall team effort including tasks such as basic repairs, and landscaping     
       
Property & Office Manager                                                                                                                            2007 to 2013
SKM Management Company, Denver, CO
· Administered faculty support on all levels for 8 properties totaling 774 units, 
· Managed contracts for subsidized housing & Section 8 properties. 
· Delegated resident managers, leasing agents, maintenance workers and office staff.  
· Organized payroll, including filing monthly, quartiles and annual taxes. Endorsing all HR issues and duties, overseeing hiring and termination process of employees. 
· Reconciled accounting of payables and receivable’s, including monthly bank reconciliation

Property Manager & Loan Processor                                                                                                                2002-2007
Lookout Funding, Golden, CO 
· Reviewed all figures on Hud-settlement statements
· Payables and receivables including confirmation of correct funds received from title companies
· Oversaw budgets for  7single family rental homes including a 4-plex
· Processed all loan applications from start to closing, 

Property Manager                                                                                                                                               1996-2003
2410 Corporation, Denver, CO
· Managed tech support
· Implemented ideas for renovations of units with a creative flair. 
· Prepared budget at 4 different properties and tax reports for payroll. 
· Spearheaded advertising program to increase occupancy rate by 40%. 
· Managed all employees including training and Human Resources. 



