
Chrystal L. Cross
456 South Ironton Street, Apt. 408, Aurora, CO 80012 720-324-8529  utatui2@yahoo.com
Objective
Seeking employment which will allow me to grow professionally, while being able to utilize my experience and exceptional people skills. 




Homemaker



March 2011 to Present
Experience
PAYROLL ADMINISTRATOR/ACCOUNTS PAYABLE
January 2006 to March 2011 - Colavria Hospitality, Denver
 Processed semi-monthly payrolls for 4 companies, 400-500 employees 

 Maintained related records, filed tax reports, processed voluntary/involuntary deductions

 Reviewed invoices and check requests. Prepared and processed vendor checks and manual payroll checks

 Reconciled payments, corresponded with vendors, prepared monthly reports

STAFFING COORDINATOR/ CENTRAL SUPPLY
April 2005 to January 2006 - St Paul Health Center (Managed by Colavria), Denver

 Organized and prepared work schedules for nursing staff, 70-100 employees

 Verified employee work hours with Payroll department

 Assisted Human Resource Generalist with various responsibilities

 Ordered and kept inventory of medical supplies and equipment

RECEPTIONIST
September 2003 to April 2005 -  St Paul Health Center (Managed by Colavria), Denver
 Answered multi-line telephone, screened and directed calls

 Greeted and directed visitors. General clerical duties as directed

 Maintained and reconciled resident Personal Needs accounts, operated Resident Bank 

CONTRACT DRIVER
October 2001 to September 2003 -  SkyFreight Inc., Denver
 Picked up and delivered documents and packages

 Strong customer service and confidentiality to maintain and build customer base

ADMINISTRATIVE ASSISTANT
April 1996 to June 1998 -  Morris Animal Foundation, Englewood
 Assisted Director of Development and Development Team 

 Composed and mailed correspondence to donors, major donors, trustees and estates
Education
Bartending Academy, Denver   February 1998

Certification

Community College of Aurora, Aurora  January 1997 
 


Some college coursework




More than 10 years customer service experience

References
References are available on request.

