Susan K. Reichert
Henderson, Colorado  80640
720-435-8190
susank.reichert@gmail.com 
www.linkedin.com/in/susanreichert1/

      Administrative Assistant 
Objective
[bookmark: _GoBack]Seeking an opportunity to join an established company in the downtown Denver / north Metro Denver area that will benefit from my administrative, accounting and HR experience. I would also like to continue to use my innate ability to identify problem areas or departmental needs and then develop and establish solutions using at-hand resources either as part of a team or as an individual contributor.  

Professional Highlights
• Motivated and energetic professional with management skills, HR/Staffing experience 
• Seasoned dealing with executives, hiring managers and candidates
• Adept at screening and presenting viable candidates to clients
• Implements the combination of technology and personal contact in sales approaches
• Assisted organization in customizing CRM software
• Professional experience includes a combination of industry certifications and real world practical business experience  
• Possesses ability to research new ideas and concepts 
• Assist accountant in processing A/P and A/R as well as handle all A/R Collections activities
• Possesses methodical and logical thinking; quick and eager to learn; initiative-driven; self- starter
• Advanced skills with Microsoft Office (Excel), QBooks, SalesForce.com, Connectwise, FileMakerPro
• Born/raised abroad – lived in Middle East, Europe and Africa – extensive international experience

Current Industry Certifications (AIRS)
• Certified Internet Recruiter (CIR) 
• Certified Social Media Recruiter (CSMR)
• Advanced Certified Internet Recruiter (ACIR)

Professional Experience
NexusTek, Inc.  Centennial, Colorado 					                                                       April 2010 - Present
Staffing Manager (HR/Accounting Assistant)
• Create the Staffing Manager infrastructure (NexusTek used third party recruiters for hiring needs in the past) 
• Work with internal hiring managers to write job descriptions, create job requisitions, research salary data
• Research ATS and use data to create app to work with existing company CRM system
• Use company CRM system to track all jobs, candidates and sourcing activity
• Understand details of posting, build list of keywords, place job postings on various job boards 
• Source for candidates using LinkedIn, Indeed.com and executing Boolean searches; continuously build/expand network
• Create and implement employee referral system
• Work with vendors to complete background check, drug screen; do all reference checks and report findings to managers
• Build client base much as possible without creating conflict of interest with existing NexusTek MSP clients
• Assist accountant with all duties including A/R and A/P; collections; credit card reconciliation 
• Manage (train and supervise) part time sourcing/admin assistant; manage metrics for department and present to BOD on a quarterly basis

The Uptime Group  Golden, Colorado (acquired by NexusTek)                                       		April 2010 - May 2012
Office/Marketing Manager
• Design marketing materials with Adobe CS5; develop and execute marketing campaigns
• Use CRM system to track campaign activity, timeslips for employees and process payroll
• Assist CEO with identifying prospects, sales calls and follow up calls and emails
• Point of contact for support personnel; resolve HR issues; ensure phone coverage 
• Accounting and Payroll with QuickBooks (including checking account/credit card reconciliations, deposits, sales tax, A/R & A/P, processing commission and bonuses)
• Responsible for processing timeslips, invoicing, collections and resolving collections disputes








Sponsored Publications                                                                                                                                        December 2009 - July 2013
Graphic Designer
• Meet with clients to discuss needs, objectives and budgets 
• Developing design briefs
• Explaining design concepts and ideas to clients and colleagues
• Coordinating multiple publishing projects
• Producing accurate and high-quality design work

CCI Print Shop   Denver, Colorado                                                                                                                  	April  2004 - July 2009
Database Programmer (FileMaker Pro)
• Created new cost estimating program for Print Shop 
• Responsible for development for FileMaker Pro 8 & 9 based solutions used throughout the company
• Work with pre-design solutions to support business objectives in a fast-paced and dynamic environment
• Provide technical support and documentation
• Assisted in the design room using Quark Express, Adobe Acrobat, Photoshop and Illustrator to create various brochures and other marketing and promotions material

SR Services  Denver, Colorado 										1996 - 2004
Full/Part Time Office Support (1099)
• Worked varying schedules as my daughters grew up
• Provided administrative support to small businesses as a contractor (fill in for maternity leave, extended LOA, etc.)
• Acted in HR responsible for job postings, hiring, firing and staff retention
• Accounting  assistant – A/R & A/P, collections, payroll (including calculating overtime), taxes
• Marketing Assistant – create and execute campaigns, marketing materials, maintain databases



