Keith Petree
4601 S. Balsam Way
Littleton, Colorado, 80123, United States
720-486-5441
keithpetree@comcast.net 
Professional Experience
Just In Time Staffing Corporate, Littleton Colorado, United States
Compliance Manager January 2007 – April 2014
· Comply with all requirements of The Joint Commission, OSHA and other local, state and federal requirements or the compliance requirements of Health Care contracts.
· Review compliance reports and take the appropriate action needed.
· To notify management and appropriate Staff employee of problems with employee with employee compliance.
· Input new hires in MedQ/SmartDrawers or other compliance module in use.
· Review contracts as necessary for compliance requirements and credentialing.
· Review data in API Healthcare for Compliance information.
· Make appropriate changes to employee files as needed.
· Provide the reports required by clients and facilities on attestation of Temps.
· Upload test, documents and employee information as required to maintain up to date documents.
· Complete appropriate background checks for all employees.
· Notify employees of expiring documentation or expired documents and take the appropriate action.
· Notify the Account Manager, Operations Manager and Staffing Specialist of temps who are out of compliance as required by the facility in which they work.
· Keep the company and management informed of all happenings related to compliance and Licensure.
· Provide monthly reports on compliance, expiring documentation and a birthday report for internal use.
Staffing Coordinator January 2007 - April 2014
· In charge of managing the inventory of temporary employees to fill all orders that are developed by the account managers, to properly fill such orders and to assist in the development of the sales effort.
· Handling customer matters courteously, efficiently and in a timely manner.
· To match the inventory of temporary employees to the needs of JIT clients. Make regular telephone calls to temporary employees to determine their availability. Make regular telephone calls to Clients to determine needs and to let them know of the availability of people to fill positions.
· Making regular telephone calls to temporary employees and clients in order to match available individuals to client needs.
· Performing confirmation calls to temporary employees and clients when matching employees to client needs.
· Running reports to determine temporary availability, filled jobs and weekly profitability.
· Reviewing reports to see that the company gross margin objectives are being met and discussing with your supervisor any deviations from the objectives.
· Responding to customer complaints and problems in a timely fashion and solving those problems.
· Being as familiar as possible with the particular desires of each worker as to preferred locations, hours, types of business, etc.
· Handling the necessary paperwork (where applicable) in the separation of employees.
· Have a working knowledge of all the forms, systems and computer programs that pertain to staffing.
Payroll Assistant October 2012 - April 2014
· Review time sheets, work charts, wage computation, and other information to detect and reconcile payroll discrepancies.
· Verify attendance, hours worked, and pay adjustments, and post information onto designated records.
· Process paperwork for new employees and enter employee information into the payroll system.
· Compute wages and deductions, and enter data into computers.
· Record employee information, such as exemptions, transfers, and resignations, to maintain and update payroll records.
· Process and issue employee paychecks and statements of earnings and deductions.
· Keep track of leave time, such as vacation, personal, and sick leave, for employees.
· Distribute and collect timecards each pay period.
· Issue and record adjustments to pay related to previous errors or retroactive increases.
· Conduct verifications of employment.
· Complete time sheets showing employees' arrival and departure times.
Trü Pickles, Littleton Colorado, United States
Logistics Manager April 2014 – Current
· Weekly calls to all accounts for inventory status
· Package and ship all online orders
· Maintain and update website with reviews
· Organize and ship company booth 
· Work on new supply strategies
· develop business by gaining new contracts, analyzing logistical problems and producing new solutions 
· Plan vehicle routes
· Keep all social media sites up to date
· Resolve problems concerning transportation, logistics systems, imports or exports, or customer issues.
· Negotiate transportation rates or services
Education
Elsinore High Lake Elsinore, California, United States
 Additional Skills
· Proficient in M/S Word, Excel, Outlook and PowerPoint
· Type around 80 WPM
· Identifying problems 
· Managing conflict
· Working well with others
· Accepting responsibility 
· Gathering appropriate information
· [bookmark: _GoBack]Tech savvy

