Kira L. Broer

303.915.5458
Broer.Kira@Gmail.com
Qualifications
			
· Proven initiative to identify, develop and implement new procedures as well as improve existing processes as needed to strengthen any organization.	
· Demonstrates strong interpersonal and multi-tasking abilities.
· Excellent verbal and written skills.				
· Enjoys coordinating of information, resources and workflow.
· Proficient in MS Office, QuickBooks, Business Works and Electronic Medical Records.

Professional Experience

Office Coordinator – Child & Family Services
[bookmark: _GoBack]Arapahoe Douglas Mental Health Network – Englewood, CO	September 2011 – Present

· Responsible for hiring, training and oversight of nine administrative staff members in four metro-area office locations.
· Collaborates with marketing department to develop in-house marketing materials for classes and events.
· Maintains business office inventory and equipment by checking and tracking stock to determine inventory level, anticipating needed supplies, placing and expediting orders for supplies, verifying receipt of supplies.
· Manages eleven physician schedules to ensure efficient workflow.
· Contributes to agency-wide restructuring process, reviews and re-writes company policies, procedures and flow charts, evaluates and streamlines processes, works directly with executive and marketing teams on implementation and roll-out of new processes.

Office Manager
Complete Fire Protection – Denver, Colorado			           March 2009 – May 2011

· Performed a wide range of HR duties including maintaining accurate payroll and personnel records as well as processing of all payroll and payroll taxes.
· Responsible for all customer service related issues and sorting to proper office personnel.
· Instituted new filing system for office-wide record keeping, resulting in a decrease of time spent looking for customer records of up to 70%.  
· Initiated new inventory procedures and systems to increase overall efficiency of field technicians and other staff.
· Identified and recommended new procedures for incoming client reports to be scanned and stored electronically for instant access to their records.

Administrative Assistant
Judi's House - Denver, Colorado                                                               Nov. 2008 - March 2009

· Daily interaction with donors, board of directors and participants of our facility. Maintained customer records and databases for more than 4,000 donors utilized in marketing and customer relation pieces.  
· Planned and organized complex and successful fundraising events.
· Designed and implemented marketing collateral with the organization’s Director of Development.
· Organized and prepared daily deposits, month-end financial reports; prepared thank you letters to all donors.
· Performed all administrative duties as need and directed by the Executive Director. 

Office Manager
Data Recovery Link, Inc. – Denver, Colorado		             November 2005 – October 2008

· Maintained customer records and databases for more than 2,000 clients to be utilized in marketing and customer relation pieces. 
· Prepared month-end financial reports; quarterly & monthly Sales & Payroll tax reports. 
· Prepared all billing for clients; maintained Accounts Receivable and Accounts Payable.
· Conduct weekly staff meetings as well as one-on-one meetings with employees for performance review.  Perform essential HR duties including maintaining accurate payroll and personnel records.
· Initiated new office procedures and systems as needed to increase efficiency and streamline customer jobs moving through the data recovery process resulting in a lower cost per job of 20% on average.

Office Manager
Complete Fire Protection – Denver, Colorado			       March 2002 – October 2005

· Recommended and implemented new accounting software that interfaced with service scheduling software for increased efficiency in customer billing.
· Initiated new office procedures and systems as needed to increase overall efficiency of office and its staff.  Maintained customer records and databases.  
· Developed and implemented new process for annual and quarterly review/inspections for customers resulting in a more streamlined service team and increased customer care and overall satisfaction with our company.

Office Manager
Sky Systems Ltd/Go Fast Sports & Beverage Co – Denver, CO        February 1998 – March 2002
· Maintained staff of 12 to 15 employees, both office personnel and production staff, as well as independent subcontractors.  
· Ensured that production maintained consistent workflow so product was produced and shipped within customer deadlines.  
· Instituted weekly staff meetings as well as one-on-one meetings with employees for performance review.
· Coordinated incoming and outgoing international shipments.  Analyzed shipping methods to utilize most cost effective method resulting in an average cost decrease of 18% per shipment.
Academic Experience	

Creighton University, Omaha, Nebraska		
Bachelor of Science of Business Administration, Emphasis in Finance - December, 1996

	Chairman of Freshman Leadership Program
	Alpha Kappa Psi professional business fraternity
Professional Activities	

· Rocky Mountain PBS, Volunteer, 2002 – Present
· KiFAC, Volunteer, May 2004 – Present 
· Ladies Auxiliary Group, Member/Officer/Volunteer, June 2007 – Present 
· Certified Therapy Dog, Volunteer, 2003
· Cherry Creek Arts Festival, Volunteer, 1997; Chairman, 1998-2001
· Creighton University Alumni Club

References available upon request.
