Karen A. Bytner	kab2480@live.com  /  303.618.2183

EDUCATION / SKILLS (assessment results available)
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· High School Diploma
· Notary Public
· 60 WPM Typing Speed
· Microsoft Office Word, Excel, PowerPoint, Publisher – 2007, 10
· Microsoft Access, 2010
· Microsoft Outlook – 2003, 07 & 10
· IBM Lotus Notes 7 and Lotus Quickr
· WebEx and InterCall
· Oracle Peoplesoft Enterprise
· 
newScale9
· MRI and MRI Workspeed
· Skillport
· Citrix Access 
· Proprietary software:  JIRA, RIMS, CMS, Associate Access
· Adobe Acrobat X Pro, Version 10.0.0
· Mapping Software; e.g., BatchGeo
· SharePoint
· RealPage-OneSite – 2006, 10 

· 
Documentum - Webtop 6.5 through 6.7
· YARDI Professional Property Management:  Enterprise Version 4.5
· YARDI Systems Maintenance Module:  Enterprise Version 4.5
· Project Management Information System (PMIS) 11.0
· Electronic Technical Information Center (eTIC)
· ARCIS Portal 2.5.1 (Federal Records Centers)
· QuickBooks Pro Edition 2000, 04 


PROFESSIONAL EXPERIENCE
Commercial Administrative Assistant, 1/20/14 – 11/07/14
Real Capital Solutions, Louisville, CO

· 
Administrative and accounting duties performed for 7 managers in both the Property Management and Acquisitions departments:
· 
· Process Commercial leases by:
· Ensuring completeness and Recording/submitting monies to appropriate party
· Ensuring liability insurance coverage is in place and correct
· Obtaining appropriate signatures and recording lease/lessee information is entered into various lists and databases
· Ensuring proper delivery of executed documents to appropriate parties
· Process Commercial accounts payable by:
· Properly coding invoices (several complex)
· Created Excel spreadsheets for split-coding
· Reconcile accounts payable statements and process accordingly
· Newly Acquired and Recently Sold Commercial Properties:
· Accounting/Vendors
· Team up with Property Manager (PM), outgoing Managing Agent, and various vendors to ensure transfer of utilities/services
· Working with same, ensure proper cessation of utilities/services and provide new owner with vendor information
· Marketing
· Team up with Commercial Acquisition VP to create announcement
· Update and maintain Commercial Buyer Qualifications PowerPoint presentation


· Budgets:
· Update occupancy reports and provide accounting information in preparation for budget reporting.
· Provide travel options to and book final travel, lodging and rental car reservations for Commercial Executive staff and managers.
· Order cancellations and expend credits
· Reconcile and process Wells Fargo Credit Card statements for Commercial Executive staff and managers, as well as myself:
· Maintain receipts folder for each individual
· First of each month, request Split-Coding table for charges from managers
· Following the guidelines set forth by Adam Miller, assemble receipts and enter coding online 
· Ensure original and scan of all is sent to appropriate parties
· Collaborating with PMs and MRI Workspeed Representative to set up and maintain online tracking system for Tenant Work Orders and Tenant Insurance Certificates
· This is a fairly new project and thus far have completed 3-4 Webinar tutorials for the different segments of MRI Workspeed
· Marketing/Graphics:
· Provide PowerPoint, Publisher, BatchGeo Mapping and Adobe graphics for:
· LOIs, Monthly Company Newsletter, Solicitations, Flyers, Presentations, and Announcements


Temporary Executive/Personal Assistant to Owner of Real Capital Solutions (see above), 12/13

· 
Created, completed and organized executive and personal items, such as:  Calendar, meetings, boardroom setup, emails, briefcase, phone, laptop, writings, research, scanning/distribution, business and personal travel/lodging/car rental, medical and dental appointments, lunches, beverages (hourly) and car maintenance/repair.


Administrative Assistant to Chief Appraiser, 6/13 – 10/13
Mutual of Omaha Bank  
(Pre-Production of Newly formed Appraisal Department)

Company profited by my formation and realization of the following:

· 
· Trained in various, proprietary residential and commercial software with objective to transition from oversight to production.
· Utilized the JIRA and Adobe Acrobat programs to process, approve and submit Commercial appraisal invoices to Corporate Accounts Payable.
· Created various informative, interactive databases, such as:
· State Licensing requirements matrix for Commercial and Residential Appraisers
· Internal client list for training and communication disbursements
· Comprehensive New Hire Checklist.
· Created Internal Policies and Procedures format and content, such as:
· Telephone System and Programming
· Processing Appraisal Invoices through the JIRA system
· Archiving Emails to Lotus Quickr Places
· Managed Chief Appraiser’s expenses, travel arrangements, meetings, calendar, phone calls and visitors.
· 
Compiled and implemented Business Continuity Plan information for department.  Assisted with completion of plan certifications and conducted overview of procedures with staff.
· Compiled information for creation of department’s Business Information Management File Plan.  Began Standardization of shared drive documents; acquiring ownership rules/retention periods of files and maintained a record of standardization rules.  Initiated request/approval from Corporate IT Security for a separate network drive for appraisal workfiles.
· Created and conducted desk assessment checklist based on Company’s information security policies and facilitated compliance of same.
· Gathered information and submitted budgetary figures on the following line items:  Telephone Expense; Printing & Supplies; Postage & Courier; Appraiser Licensing, Insurance and Continuing Education
· Created interactive timesheet in Excel for submittal to Managers.  The timesheet mirrored the Company’s online form including extensive time codes for both exempt and non-exempt time, thus making data entry efficient for Managers.
· Ordered department supplies, while maintaining budget.


Administrative Support II, 11/5/09 – 09/21/12
Cherokee Nation Businesses (CNB), formerly ETI Professionals, Inc. (Contracting Co.), Lakewood, CO;
   Contractor for National Park Service (NPS)-Denver Service Center (DSC)-Technical Information Center (TIC)
      TIC is the oldest and largest central repository information system for the National Park Service

While working for the Federal government, I was cognizant of the fact that I was compensated
with taxpayer dollars and did not squander my skills or my time.
· 

· 
· Sorted, processed, cataloged, labeled, and packaged Project Information Files (PIFS) for archival accession or DSC onsite access.  PIFS items exist in the following formats: 
· Architectural drawings, Aperture cards, Microfiche, Electronic files, Aerial photographs, Videotapes, Photographs, Technical reports, Manuals, Studies, Specifications, etc.
· Inventoried contents of each storage box for appropriateness and physically moved boxes using a dolly or lifting partner.
· Prepared records shipments for short-term and long-term off-site storage.
· Utilized several databases to obtain archival status of PIFS.
· Updated computer index records for items filed in TIC.
· Tested functionality of new features of integrated document and records management systems (Documentum and SharePoint).
· Assisted DCTM/SharePoint IT group with Agile Project Tracking board.
· Organized PIFS’ A-Z photo/film/electronic media file cabinets.
· 
Recorded and displayed periodicals and filed past issues in DSC Library.
· Displayed revised/updated American Water Works Association standards and filed former versions in DSC Library.
· Assisted Deputy Chief of Information Management with special projects such as processing and distribution of various publications, film and aperture cards.
· Assisted Planning and Contracts departments with major organization and filing tasks.
· Assisted CNB with special projects:
· Temporary Lead Contractor duties.
· In-take processing of newly hired contractors.
· Management of contractor inquiries, complaints and leave requests.
· Completed annual Ethics and Information Systems Security trainings.
· Assisted with scheduling of overnight mail.
· Back-up mail distribution clerical duties.





Administrative Assistant, 6/1/09 – 8/31/09 (Temporary Position)
Glenborough, LLC, Aurora, Colorado  (Commercial Real Estate Owner/Property Management)

Company profited by my renovation of neglected A/P files, insurance and research files and maintenance of existing service, insurance and accounts payable processes during key budget preparation months.

· 
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· Front desk receptionist
· Vendor and Tenant Insurance compliance and maintenance.
· Research, code and post incoming accounts payable.
· Assisted with budget process.
· Data entry of utility meter readings into Workspeed, producing tenant utility billings.
· Minutes of Bi-Weekly Staff Meeting.
· Electronically broadcast tenant notifications.
· Generated service contracts.
· Data entry of preventative maintenance tasks performed by staff engineers.
· Produced / organized invitations/RSVPs, donor solicitations, catering, vendors, music, door prizes, commemorative t-shirts and decorations for Company’s 10th Annual Tenant Appreciation Picnic.

· Produced monthly reports for General Managers and engineers.
· 

Administrative Assistant to CEO & Accounting, 5/02 – 8/08
Pillar Property Services, LLC, Denver, Colorado (Resource One, LLC dba Terra Firma)
(Corporate Office-Section 42 & HUD Property Management)

Company profited by my creation of streamlined processing and filing system for accounts payable; creation of comprehensive Company Policy and Procedure manual; creation of Tax Credit Compliance manual and directorial skills used for training personnel; graphics skills used to update company's website, creation of marketing materials and graphics for portfolio, proposals and marketing conferences.

· 
· Front desk receptionist
· Reviewed & Approved Initial Certifications and Annual Recertifications
· Conducted Yearly Tenant File Reviews
· Created computer and compliance training materials and conducted trainings 
· Recurrent Compliance Research and Reporting to various government and monitoring agencies
· 
Created marketing materials, property flyers, brochures, ads, newsletters, proposals, business cards, trade show exhibit materials
· Coordinated Company functions, Trade Show exhibit and updated website 
· Full-Cycle Accounts Payable including monthly journal entries
· Processed YE 1099-MISCs 
· 
Accounts Receivable Processing, Posting and Depositing
· Payroll Calculation, Processing and Submission (cut manual checks, as needed) 
· Tenant and A/P database & document construction for new clients
· Created new and effective documents/forms
· Created contact and informational databases

· 
Maintained reports to Owners, government agencies and investors 
· Set-up Vendor Services for Maintenance staff
· Notary Public
· Provided and maintained accurate storage of Company documents
· Regulated maintenance/ contracts of office equipment 




Office Manager, 2/00 - 3/02
Schmueser & Associates, Inc., Wheat Ridge, Colorado    (Civil & Industrial Constructors-Civil Division Office)

Company profited by my creation of streamlined processing and filing system for accounts payable, accounts receivable (progressive billing), change orders and payroll; comprehensive filing system for all projects; utilization of transcription skills.
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· 

· Front desk receptionist
· Dictation and Transcription
· Employee Benefits enrollment
· Accounts Receivable (progressive billing) and Change Orders
· Full-Cycle Accounts Payable 
· 
Payroll Processing and Data Entry
· Equipment Usage Tracking/ Data Entry
· Weekly Budget Reports
· Database Creation and Maintenance 
· Bid Package Coordination and Presentation
· 
Extensive Project File Management
· Prearranged consumables, permanent materials and utility locates for projects
· Coordinated meetings
· Assisted Estimator with research and phone quotes


Assisted superintendents and crews with lodging, set-up of facsimile, phone and cell phones at jobsite trailers.  Assisted employees with completion of insurance enrollment forms, certifications, 401K Plan enrollment forms and medical/dental claim forms.  Assisted employment applicants.  

