Bridget L. Thomas
[bookmark: _GoBack][300 W 123rd Ave #2328] | [Westminster, CO 80234] | [303-601-7950] |   [bridget2975@yahoo.com]
Objective
To find a professional environment where my 15-plus years of experience as a detail oriented office manager, proficiency in multiple computer programs, and strong business acumen can be utilized with integrity and percipience for career advancement.  
Education
Front Range Community College, Colorado 1995-1997, 2011-present
· Currently pursuing Certificate in Human Resource/Business Management
· Metro State College, Colorado 2001-2003
· The Conference for Women- Supervisor Class through Skill Path Seminars


Experience
[April 1 of 2012 to Current]
[Business Office Manager, Assistant HR Manager] | [Northglenn Heights Assisted Living]  [Northglenn, CO]
· Responsible for receiving, tracking, and recording purchase orders and invoices.
· Monitor and maintain QuickBooks running parallel to company’s software
· Track referrals and make bonus payments to marketing staff
· Manage invoicing and collections on all receiving and payable receivables
· Order product and office supplies
· Manage cancellations and refunds
· Paying and submitting operational bills for the company to our corporate office
· Monitoring and maintaining price adjustments and purchase orders
· Make daily deposits	
· Payroll
· Manage front desk staff and create schedules
· Process payroll and time sheets for 100 employees
· Knowledge of workman’s comp and unemployment claims and filings
· Hiring/firing procedures and paperwork
· Schedule and coordinate deliveries with distribution, stores and manufacturer
· Manage daily, weekly, and monthly reports
· NOI, Flash, and Budget
· Balance GL’s/Spend downs to the budget at month’s end
[April 10 of 2008 to April of 2012]
[Executive Assistant and Bookkeeper] | [Emerald Forest Sugar] | [Broomfield. CO]
· Receiving, tracking and recording purchase orders and invoices
· Monitor and maintain QuickBooks
· Track referrals and make bonus payments to staff
· Manage accounts receivable/payable
· Order product and office supplies
· Manage cancellations and refunds
· Monitoring, maintaining, and editing all price adjustments and purchase order modifications
· Payroll/401k and scheduling for 15 employees
[Jan 4 of 2007 to April of 2008]
[Mortgage Loan Officer] | [Access National Mortgage] | [Denver, CO]
· Manage all aspects of loan origination according to federal guidelines
· Responsible for phones, filing, ordering information to close files
· Established company-wide customer referral program
· Follow-up with customers to ensure quality service
· Responsible for helping customers through loan process
· Lender’s First Choice May 2007-September 2007
[Jan 10th of 2006 to Jan 4th of 2007]
[Assistant Manager] | [The Mortgage Store] | [Greenwood Village, CO]
· Responsible for managing and maintaining office with 22 employees
· Oversee daily processing duties for loans
· Follow-up on loan officer appointments and customers
· Responsible for hiring and training new loan officers
· Established effective training procedures
· Top Loan Officer 2006 Denver Branch
[Nov 23rd of 2003 to of Jan 9th of 2006]
[Assistant Branch Manager/Senior Loan Officer] | [Colorado Mortgage Funding] | [Greenwood Village, CO]
· Supervised 20 employees
· Established a customer referral program
· Responsible for hiring and training new loan officers
· Top Loan Officer 2004 and 2005
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