CONSTANCE KINDVALL                                       H: 970-304-0157   C: 970-590-1586
1702 3rd Avenue    Greeley, Colorado 80631                                             conikind@yahoo.com

PROFESSIONAL SUMMARY

Highly organized and detail-oriented Office Administrator providing thorough and organized administrative support to the General Manager, including accounting and payroll duties for the corporate offices.

SKILLS

ADP – Payroll                           

SAP and Great Plains – Accounts Payable Invoice Processing

Word and Excel – Clerical Duties, Reports, Petty Cash, Purchase Orders
Mainsaver – Inventory and Purchase Orders  
WORK HISTORY

Office Administrator 09/1994 to Present         970-352-6700
Thermo Power & Electric LLC – 510 18th Street Greeley, CO 80631

EXPERIENCE

- Create Purchase Orders when placing parts/service orders in Mainsaver or Excel format

- Place those orders with Vendors

- Manage inventory in corporate Mainsaver web interface 
- Create documents, ship packages or LTL shipments

- Create necessary correspondence/reports for General Manager on monthly, quarterly, and annual

  basis.  Obtain signatures for these documents. Send letters/reports
- Code and enter invoices into the corporate Great Plains web interface - Prior software SAP
- Create and review all travel expense reports for accuracy - Enter into Great Plains 

- Research and resolve accounts payable discrepancies
- Balance monthly expense accounts to P & L Statement in Great Plains web interface
- Reconcile and code monthly credit card statements for three employees in Bank web interface
- Calculate Use Tax Reports for City / State Agencies - Enter invoices into Great Plains
- Report necessary month end accruals to General Manager
- Compile annual budget recommendations for General Manager in Excel format
- Enter biweekly time sheets for 8 employees into the ADP corporate payroll system
- Track Vacation Schedule and Hours Used for employees in Excel format
- Organize paperwork for all new hires and temporary employees
- Comply with safety procedures and monthly safety training in computer modules
- Prepare documentation of Safety Meetings
- Compile monthly safety numbers for corporate office in Excel format
- Event planning, including associated travel and coordinating logistical arrangements
- Manage Petty Cash Fund and all corresponding reports
- Perform miscellaneous duties as needed
EDUCATION

Bachelor of Arts: English / Language Arts, 2004

University of Northern Colorado - Greeley, CO

PREVIOUS WORK HISTORY

Miscellaneous        06/1968 – 05/1994  Various Employers in Colorado

Receptionist, Accounts Payable and Accounts Receivable Clerks, Payroll Clerk, Shipping Clerk, Fork Truck Driver, Bank Teller, and other miscellaneous job duties.

