Tara Renee Tippett
8789 W. Cornell Avenue, Unit 5

Lakewood, Colorado 80227

303.984.9032 or Tara.Tippett@Yahoo.com
* Active Colorado Gaming License

* Active Colorado Notary Commission
Experience:

CC Gaming LLC, DBA as Johnny Z's Casino, Central City, Colorado & Zs Casino, Black Hawk, Colorado  (July 2010 – Present)


Human Resources Manager
· Set up and managed the Human Resources Department of a new member of the Colorado Gaming Industry. After the acquisition of Z Casino, formerly Bullwhackers Casino and Z Spot Convenience Store in July 2013, co-managed the HR Department for three facilities, taking over as HR Manager for all three in December 2013. 
· Human Resources: Handled and influenced the organization in employee relations; developing policies and procedures for Human Resources and casino functions, along with assisting in polices and procedures for the Gaming and Food & Beverage Audits. Developed and maintained accurate record keeping procedures for the casino. Development of training procedures along with performing the actual in-house training. 
· Human Resources Administration: Organized and coordinated all employee related paperwork, including: new-hire paperwork; population census tracking; benefit enrollments; terminations; and developed and record keeping systems within Department of Gaming and federal regulations. 

· Recruitment Processes: Developed position advertisements and identified and recommended potential candidates to meet specific technical expectations. Completed initial technical interviews and developed and implemented the casino orientation process. 
· Payroll Processes: Worked in conjunction with outside payroll company (ADP and Paycom) to process accurate and timely bi-weekly payroll. Prepared and executed reports for Accounting Department to ensure accurate recording of payroll liabilities and expenses and journal entries. Tracked and recorded tips for Food & Beverage, along with accurately tracking and paying Group Tips, along with Blackjack and Craps table tips.


Aardex LLC, Golden, Colorado (2003 – 2008)


Human Resources: 2005 – 2008, Executive Assistant: 2003/2004
· Human Resources Administration: Organized and coordinated all employee related paperwork, including: new-hire paperwork; benefit enrollments; terminations; 401K deposits; government regulated and vendor generated reports to comply with internal/external regulations.
· Benefit Program Administration: Developed record keeping systems; initiated new-hire benefits and made record changes, including terminations. 
· Recruitment: Created detailed job descriptions and position advertisements for open positions. Identified and recommended potential candidates to meet specific staffing demands.
· Selection Interviews: Conducted effective selection interviews using position profiles and structured interviews to ensure positions were filled with qualified candidates.
· Background Investigations: Conducted background investigations to protect company interests.
· Orientation Process: Established and conducted orientation programs in order to familiarize new employees with company policies and procedures.
· Regulatory Requirements: Maintained up-to-date data on state, federal and local regulatory requirements in order to prevent compliance issues for the organization.
· Payroll Processes: Worked in conjunction with outside payroll company to process accurate and timely bi-weekly payroll. Prepared and executed reports for Accounting Department to ensure accurate recording of payroll liabilities and expenses: journal entries; monthly project billable; monthly vacation and salary liability accruals; benefit billings and HSA/FSA deposits.
· Corporate Administration: Assisted the corporate secretary in maintaining entity status filings; coordinated the compilation of documents included in board meeting packets; prepared and gained approval for consents and resolutions per entity operating agreements; set up new entities and filed annual reports.
· Business Processes: Ensured accurate recording of all business standardized processes to maintain company best practice. Documented Human Resources best practice procedures.

LACE Financial Corporation, Frederick, Maryland (1998/1999 and 2000-2002)


Assistant Treasurer / Executive Assistant

· Accounts Receivable: Arranged purchase orders and invoiced clients; processed vendor invoices; received payments/prepared deposits and journal entries; reconciled corporate accounts with bank statements; maintained accurate client databases and payment records.
· Accounts Payable: Processed vendor invoices and payments; processed payroll and retirement account deposits; maintained consultant databases; processed employee travel reimbursements; processed federal and four state payroll tax payments; prepared monthly, quarterly and annual financial statements.

· Maintained integrity as one of two corporate signatures for financial transactions.

· Managed secretarial staff and coordinated schedules with consultants.

· Substantial telephone contact with current and potential clients. Frequent contact with treasury staff of Fortune 500 companies, state/city municipalities and federal agencies.

· Made travel arrangements and scheduled business conferences, convention attendance and frequent business meetings with current and potential clients (domestic and international). 
Scheduled teleconferences and prepared executives for these meetings with business data.

· Responsible for the final preparation of financial analysis data for twelve different rating services on a quarterly basis.

· Prepared general correspondence and articles/letters for publication, sales presentations and conference speeches. Assisted in preparation for corporate releases to clients on domestic and international financial soundness updates via E-mail.

Dayspring International, Virginia Beach, Virginia (2000)


Assistant to Executive Vice President and Operations Manager

Things Remembered Super Store, New Orleans, Louisiana (1996)


Assistant Store Manager (Merchandising)

Pagosa Springs SUN, Pagosa Springs, Colorado (1995)


Typesetter/Administrative Assistant
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