Joyce Dinndorf
Office Manager Loveland, CO 80537 joydinn@gmail.com (970)217-5165
Organized and productive self starter seeking position as Office Manager with a well established Northern Colorado company that allows utilization of exceptional communication, coordination and problem solving skills.
Willing to relocate: Anywhere
Authorized to work in the US for any employer
Work Experience

Accounts Payable Representative
Nutrien Ag Solutions - Loveland, CO
November 2017 to Present
1. Review and verify invoices for accuracy. Assist with payment cancellations, voucher corrections andadjustments. Key legal invoices and settlement check requests. Daily voucher batches and check run voucher audits and error log maintenance. 
2. Analyze, verify and process new vendor set up documents. Produce required tax number documentsfor 1099 reporting. Prepare credit applications and supporting documents. Research escalated past due invoices and resolve conflicts with payment processing.  
3. Assist company treasury department with Wire/ACH/EFT banking instructions and complete verbalvendor confirmations to maintain company security protocol. Review payment requests for accuracy and submit for payment processing.
Office Manager
J.MAIERS CPA FIRM - Sartell, MN 2016 to 2017
Established and directed plan for new efficient office processes and client filing system. Assist clients with professional bookkeeping, payroll and sales tax services. Oversee and process the firm's accounts payable & accounts receivable invoices.
Human Resources Manager
FIVE STAR TRANSPORT SOLUTIONS - Saint Joseph, MN 2014 to 2016
Modified and improved day-to-day human resources operations. Audit timesheets/driver logs and process weekly payroll for all Transport Solutions and subsidiaries employees. Maintained and reported DOT documentation/Drug Tests for all CDL drivers within the company.
Human Resources Coordinator
BOYS & GIRLS CLUB OF CENTRAL MN - Saint Cloud, MN
2013 to 2014
Employee recruitment, interviewing, hiring and new- hire orientation responsibilities. Reviewed timesheets and processed bi-weekly payroll for a staff of over 200 employees. Assistance with fundraisers and community sponsored events planning.
Branch Office Administrator
EDWARD JONES INVESTMENTS - Sartell, MN 2012 to 2013
Support the Financial Advisor with managing the branch office to exceed firm, client, and regulatory expectations. Implemented an improved paperless filing system and created Standard Operations Procedures. Retirement and financial investment document processing. Maintained client review schedules and arranged client appreciation events.
Office Manager
CHURCH OF ST. JOSEPH - Waite Park, MN 2007 to 2012
Manage day-to-day accounting tasks for the church, elementary school and child-care program. Complete payroll for over 50 employees on a bi-weekly basis. Analyzed and prepared all monthly financial statements and attended parish and financial committee meetings. Community and outreachministry program planning collaboration with several parish committees.
Paraprofessional/Office Assistant
SARTELL HIGH SCHOOL - Sartell, MN 2005 to 2007
Observe and monitor students in hallways, cafeteria, and special events throughout the campus. Welcomed and guided all school visitors and special guest groups. Special needs student tutoring assistance. Back-up for the Administrative Office Staff, Guidance Office Staff, and Nurse and Chemical Dependency Counselor as needed.
Education

General studies & Graphic Arts/Design
NORTH HENNEPIN COMMUNITY COLLEGE - Minneapolis, MN
Word and general
ST. CLOUD COMMUNITY TECHNICAL COLLEGE - Saint Cloud, MN
Skills

HUMAN RESOURCES (8 years), OPERATIONS (8 years), BOOKKEEPING (10+ years), EXCEL (10+ years),
EXCELLENT MULTITASKER (10+ years), Front Office (10+ years), Quickbooks (8 years), Accounts
Payable (10+ years), AP, Accounts Receivable (5 years), Peoplesoft (1 year), Invoice (8 years), Billing,
Payroll, Scheduling, Marketing, Word
Certifications/Licenses

Driver's License
Additional Information

SKILLS SUMMARY 
· Skilled manager with wide administrative experience, including daily operations, bookkeeping, human resources and workplace health and safety. 
· Adept at organizing meetings, managing inventory, training and supervising staff, and implementingoffice processes and procedures that expedite work and significantly save on costs. 
· Possess strong multi-tasking skills with ability to simultaneously manage various projects andschedules. 
· Proven skills in developing innovative ways to improve service and build customer/employee loyalty. 
· [bookmark: _GoBack]Proficient with Microsoft Office (Word, Excel, PowerPoint) and QuickBooks.
