Kimberly Hayzlett
3070 W. Prentice Ave #D
Littleton, CO 80123
(720) 231-3569
kimhayzlett@yahoo.com 

Energetic, personable, multi-talented professional with outstanding customer service skills. 

Skills
· Exceptional customer service, interpersonal skills, phone manner, and office etiquette. 
· Strong analytical and organizational skills.
· Microsoft Office Suite, ACT, 10-Key by touch, 55 wpm.
· Colorado Notary.
· Timberline & QuickBooks Accounting Software.
 
Experience

Office Manager									5/2013 - Present
Omni - Englewood, CO
· Answer incoming calls, manage front desk.
· Accounts Payable/Accounts Receivable, process payroll weekly.
· Prepare monthly and quarterly taxes.
· Track employee work hours, vacations day.
· Meet with new employees to complete hiring process.
· Submit lien waivers to subcontractors. 
· Reconcile company checking, savings and multiple company credit cards.

Loss Mitigation – Consent Order Project (Contract Position)		11/2011 – 10/2012	
Aurora Bank - Littleton, CO								
· Responsible for reviewing foreclosure documents in Fidelity, LPS Desktop, and Lenstar.
· Compiled specific documents into PDF format ensuring they are regulatory compliant. 

Office Manager/Executive Assistant						2/2010 – 11/2011	
Vuka, LLC - Denver, CO								
· Coordinated and negotiated rates for LTL and TL shipments nationwide.
· Processed all incoming customer orders via, phone or website from receipt to shipping.
· Reconciled company checking, saving and multiple company credit cards.
· Ran social media contest and updated website with locations of product in stores nationwide.
· Processed Payroll, prepare bank deposits, A/P and A/R for multiple companies in QuickBooks.

Local Sales Assistant								12/2006 – 3/2008
KMGH – TV, Denver, CO
· Supported General Sales Manager, Sales Manager and Account Executives.
· Coordinated all logistics for sales team client events, 150 attendance.
· Interacted with clients as back up for Account Executives.
· Processed T&E reports for General Sales Manager.
· Handled switch board weekly, greet clients, customer service, trouble shooting.

Marketing Assistant								8/2005 – 12/2006
Carefree of Colorado, Broomfield, CO	
· Coordinated nationwide sales training seminars 25-50 participants.
· Coordinated all travel and accommodations for Executive staff and six sales reps.

Marketing Assistant								8/2001 – 1/2004
Xpedx, Denver, CO								
· Coordinated West Region sales and management training programs, including logistics, 
registration, custom graduation certificates, gifts, travel arrangements and catering.
· Assisted in coordinating 2002 Winter Olympics xpedx sponsored events for customers.
· Coordinated all arrangements for 80 clients attending 2002 Winter Olympics. 
