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Management Professional
General-Operations/Project Manager / Business Processes / MBA

Professional, dedicated and driven businesswoman with over twenty years of experience in business.  Self-starter, ambitious, strong multi-tasking capabilities, very motivated, and searching for a secure position that will allow me to implement strong organizational skills, analytical process development and team building skills.

Core Leadership Qualifications
Workflow Analysis	Financial Analysis 		        Productivity & Efficiency Improvement	
Client Relationship Management	Management	            Budgeting & Cash Flow Optimization
Administration	Procedural Development                         Team Building & Team Leadership


MANAGEMENT EXPERIENCE

VISTA GEOSCIENCE, Operations Manager, Golden, CO	 2007 – 2010
Operations Manager at Vista GeoScience, an environmental services company that provides remediation, environmental testing and laboratory testing services as well as oil and gas exploration on an international level   	
· Manage 2 department heads in $4 million budget that covered 20 employees
· Team development
· Employment pool development, maintaining list of 20 at all times
· Business planning
· Financial reporting, bimonthly
· Monthly financial projections
· Streamlining processes for most efficient time management
· Contract compliance on client database with 200 clients
· GSA Security Clearance 

CINTAS CORPORATION, Office Manager, Denver, CO 	2003 – 2006
Office Manager at Cintas Corporation in wholesale first aid and safety supply then transitioned into uniform rental division
· Manage $550,000 annual budget
· Manage $3.5 million monthly A/R
· Human resource manager
· Develop job descriptions for all positions
· Screened resumes for interviews
· Conducted initial phone interviews with up to 350 people per month
· Maintain employment pool with 100 minimum applicants to ensure all positions were adequately staffed in a timely manner
· Coordinated second and third phase interviews to bring applicant into hiring phase
· Process termination notice letters and final payroll
· Payroll Submissions to corporate for 300 employees
· Monthly reporting to corporate offices
· Streamlined processes, organize and run national sales meetings, training
· Temporary member of acquisition team, participated in due diligence and acquisitions
· Mentoring new hires

PICTURE PERFECT, General Manager, Rawlins, WY 	1999 - 2003
General Manager at Picture Perfect, responsible for all aspects of small community business
· Supervise 6 staff members
· Oversee bookkeeping, A/R, A/P
· Compliance Officer
· Payroll
· Sales Tax
· Employment Taxes
· Time management trainer


RAWLINS DAY CARE CENTER, Director, Rawlins, WY	1985 - 1999
Director at Rawlins Day Care Center, responsible for scheduling, oversight and all operational issues
· Applicant screening, selection, training
· Compliance Officer
· Bookkeeping, taxes
· Payroll
· Scheduling 
· Team development
· Manage staff development
· Preschool curriculum design and planning
· Develop and maintain $250,000 multi-year budget models 
· Knowledge of financial drivers and bottom line associated with sales, expenses, planning
· Team leadership and development

EDUCATION and TRAINING

· MBA Candidate  / Colorado State University, Fort Collins, CO 				   	   5/2014
· BA/Psychology / University of Wyoming- Laramie, WY 						       2005
· AA/Business Administration / Western Wyoming Community College- Rock Springs, WY 
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