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Experience
Service Corporation International/Olinger Hampden Mortuary & Memorial Gardens & Eastlawn Cemetery
  8600 E. Hampden Ave., Denver, CO.
Office Manager/Auditor August 2004 – October 2014

Responsible for all operation procedures, 
Oversaw processing of all accounting support functions including but not limited to: Collections of all accounts receivable, verifications and payments of all accounts payable invoices, control of receipts and deposit of cash payments received, maintained petty cash accounts and disbursed the same in accordance with company policies and procedures, reconciliations of all accounts, cash advance checks, same day check requests, bank deposits, verified and audited cash disbursement reports, tracked capital expenditures authorizations (CEA’s), 

Inventory and delivery:
Ordered supplies and inventory, coordinated processing of orders and receipt of all merchandise orders including memorials and caskets and the control of storage inventory for vaults, markers, urns and caskets. Supported location management to ensure all contracts and work orders were completed in a timely manner with proper documentation. Scheduled incoming orders and drivers for the ambulette service. 

Reporting and accountability:
Completed various funeral/cemetery reports and files accurately. Supported sales as necessary requiring an understanding of JD Powers. Assured compliance with all company policies and procedures to include-Sarbanes Oxley (SOX) audits, Dignity University Training (DU), Interment Verification Training (IVT) audits, Day Sales Outstanding’s (DSO’s) related to financial and administrative areas. Assisted in preparing and/or overseeing all funeral/cemetery-related forms. Reviewed time cards and administered corporate payroll policies and procedures.  

Human Resources:
Administered local human resources (HR) processes such as completing payroll forms, processing new hire paperwork, benefits enrollment forms, background checks, verifying pre-need sales licenses, maintaining employee files and other confidential files (I-9’s, etc.). Ensured all new associates received new hire orientation. Pulled monthly reports from reporting site and created stack ranking reports for key performance indicators. Maintained vehicle records/licenses. Processed expense reports. Updated General Price Lists (GPL’s). Managed all alarm systems (codes, working order, etc.). Assisted with funeral services and “Making Everlasting Memories”. Coordinated daily activities with business unit as well as other departments. 



Training, Auditing and Compliance:
Trained associates in the proper administration of policies and procedures. Serviced customers by interacting with families in a professional and compassionate manner. Maintained and updated customer records. Updated company website with current obituaries and ensured obituaries were placed in newspapers. Sarbanes Oxley Auditor for Denver Metro Area. Audited all Colorado Locations for compliance in regard to contract legality, cash receipt processing, liability relief, petty cash processing, employee credit card accounting, and accurate record keeping. 

Service Corporation International/Denver Market Office
 7777 W. 29th Ave., Wheat Ridge, CO.
Contract Specialist/Auditor/Supervisor December 1999 – August 2004

Audited Pre-Need and At-Need cemetery contracts for legal accuracy for all location in Colorado, Utah, Arizona and New Mexico.  Once accuracy was confirmed contracts were entered into system.  Performed Liability Relief for Colorado, Utah, Arizona and New Mexico to ensure release of funds kept in trust until items were delivered at time of need. Also performed Accounts Payable and Accounts Receivables for all locations in Colorado, Utah, Arizona and New Mexico.  Ordered all office supplies, answered phones as needed.

Service Corporation International/Olinger Hampden Mortuary & Memorial Gardens & Eastlawn Cemetery
  8600 E. Hampden Ave., Denver, CO.
Administrative Assistant August 1999 – December 1999

Assisted sales staff, processed files, updated maps, lot cards and history cards.  Prepared deeds and processed Quit-Claims, ordered monuments and markers. Answered phones, customer service, and filing, ordered and maintained office supplies. Worked with ground crew to coordinated burials and installation of monuments and markers.
Software expertise:
· Microsoft Excel, Word, PowerPoint and Publisher. HMIS, web based inventory and ordering. Social Media, Salesforce, Company Website input and daily entry.

Education:
Red Rocks Community College
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