CARA CARLSON
   11690 Ivy Street							     Phone: 720-883-4732
Thornton, CO 80233   						email: caralovett@gmail.com


PROFESSIONAL EXPERIENCE

Bridgestone Retail Operations-Firestone Colorado District Office
Senior Office Manager:  Englewood, CO 				2012-Present	
· Handle weekly payroll administration for 430+ teammates
· Maintain personnel records and all teammate status changes for district
· Handle all accounts payable functions for district
· Planning & Coordinating all meetings and employee training
· Processing of applicants and new hires for district
· Handle benefits enrollment, claims, inquiries and appeals for all Colorado teammates

MUSCULAR DYSTROPHY ASSOCIATION,   Denver, CO			2008-2012
Administrative Assistant/Reception: Denver District Office
· Provide all administrative support and file organization to Denver district office including pre-event preparations, screening of incoming calls and visitors, typing weekly meeting minutes and maintaining & ordering office materials, forms & supplies	
· Prepare daily & weekly bank deposits
· Process office invoices/accounts payable
· Reconciliation of monthly bank statement
· Assist with training of new staff members

WILD OATS MARKETS, INC., Boulder, Colorado	           			                                                       
Administrative Assistant: Safety & Risk Department			2005-2007
· Provide all administrative support and file and claims organization for the Safety and Risk Director and claim handlers and coordinated travel arrangements
· Input employee injury claim data into OSHALOG 300 database for annual compliance submission
· Analyzed claims data trends in preparation of retail location safety visits
· Input all annual company updates for Sarbanes-Oxley (SOX) Compliance

Customer Relations Coordinator: Call Center				2001 – 2005
· Handled customer service inquiries for 110 retail and operations locations
· Drafted and submitted weekly status reports and summaries of customer and employee complaints to the Senior Management Team
· Coordinated set up and arrangement of press releases and investor relations packets

Manager on Duty: Retail Store					 1998 – 2001
· Trained new employees of operational and customer service standards
· Accountable for confirmation and reporting of daily sales totals and receipts
· Point person while on duty responsible for maintaining customer and employee relations through fielding customer and employee inquiries

EDUCATION
National American University, Bachelor of Science-Criminal Justice 2012
Front Range Community College, Associate of Arts - Social Sciences, 2000
