CAROLYN M. FLORES

8690 Decatur St., Unit 207
Westminster, CO 80031
Phone: (720) 273-3319
E-mail: Carolyn.flores23@gmail.com

Objective

My objective is to contribute to your company my time and effort in learning all I can in your business. I feel that my strong Customer Service skills, willingness to learn, ability to learn quickly and devotion will benefit your company in many ways. 

Work History

January 2012 to June 2012, HR Coordinator, Allonhill, LLC
 Assist all employees with any HR concerns, prepared new hire packets for all incoming employees, assisted with weekly new hire orientation, collected and verified all I9 documents including E-Verify, created and maintained all employee hard and soft copy files, assisted in launching ADP, entered new hires into HRO Paychex system and ADP system, maintained all employee information in Paychex, ADP, and company spreadsheets in Excel which included all new hires, terminations and transfers, weekly reporting to managers, assist recruiting with backgrounds, maintained backgrounds for client requirements, assist payroll with new hire payroll information

December 2011 to January 2012, Recruiting Coordinator, PCI Staffing 
Temporary position held at Allonhill, LLC, trained new employees in recruiting department, managed resumes and new hires in Taleo, scheduled all incoming interview for multiple positions, conducted phone screens for qualified candidates, conducted and tracked background checks for all candidates including internal candidates, communicated any unacceptable findings with Legal department, communicated with external hiring agencies regarding open positions, entered new hires into Paychex HRO system, worked with PCI Staffing to record new hires, prepare new hire packets, assist HR Director with reporting

August 2011 to December 2011, Recruiting Coordinator, Pinpoint Staffing
Temporary position held at Allonhill, LLC, scheduled all incoming interviews for multiple positions, conducted phone screens for qualified candidates, conducted and tracked background checks for all candidates including internal candidates, communicated with external hiring agencies regarding open positions

2010 to 2011, Office Manager, Desert Youth Football League
[bookmark: _GoBack]Manage and organize all events for this non-profit company. Prepare spread sheets in excel, prepare documents in Microsoft word, manage and distribute company emails, A/R, A/P, payroll, bank reconciliations, and monthly financial statements using QuickBooks. 

2008 to 2010, Office Manager/Assistant Accountant, Helou & Sons, Inc.
Managed office and office staff, payroll for 300+ employees using QuickBooks and ADP, A/R, A/P, managed all vendor accounts, prepare monthly financial reports, prepare business taxes, and prepare financials for Union and Insurance audits

2007 to 2008, Receptionist/Property Management A/P, Coldwell Banker Commercial ETN
Answer multi-phone lines, assist agents, A/P for 21 properties, prepare property statements, prepare monthly financial reports using CenterSoft accounting program

2006 to 2007, Legal Secretary/Accounting, Thomas L. Bonham, Esq.
Answer phone, filing, client billing in excel and quarto, typing of all legal documents and contracts in Microsoft word and typewriter, attorney transcribing, A/P, A/R, payroll, general ledger, bank reconciliation, bill distribution


2005 to 2007, Bookkeeper/Owner, The UPS Store
Manage employees and oversee daily transactions, A/P, A/R, general ledger for store business accounts, bank reconciliation, prepare business taxes, employee payroll, prepare customer invoicing and statements using QuickBooks

2003 to 2006, Customer Service Insurance Rep., Terry Cosper Insurance Agency
Answer phones, filing, take client payments, maintaining client files in personal and small business insurance, client problem solving, cross sell insurance lines

2001 to 2002, Medical Records, Renal Medical Associates
Answer main switch board for a six doctor office, appointment setting, medical transcribing, pull medical charts for lab work and radiology reports, file medical charts, obtain medical reports from hospitals, daily dictation reports, backup for reception desk, daily deposits 

Education
[bookmark: id.6d2123c122cf]2003 to 2006, CNM Community College
Basic Accounting Courses
Property and causality, health insurance courses

1996, West Mesa High School Graduate
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Karen Baca, Personal Reference, (505) 620-9668
Robin Lears, Allonhill, LLC, (970) 531-0302


