Marilyn Kae Laubhan                   bookcase58@yahoo.com
P.O. Box 432

Ault, Colorado 80610

(970) 834-0343

(970) 313-6538

POSITION: Office Assistant
EDUCATION: University of Northern Colorado, Greeley Colorado, Bachelor of Arts Degree/Liberal Arts.   
Professional Experience and Talents

Outstanding computer skills include, Microsoft Word, Access, Excel, Publisher, Outlook , PowerPoint, PeopleSoft and Abra
SUMMARY OF QUALIFICATIONS

 - Knowledge of multiple software programs and strong accounting skills
 -Highly motivated with exceptional organizational development and strong communication skills

 - Skilled in customer service, human resources, prioritizing and managing multiple assignments while working independently or in a team environment
2002-20013 – Providence Hospitality, Greeley, Colorado (PRH/SPHR Certification)
Office Assistant/HR Specialist  (3 locations)
Outstanding achievements included: Recruitment for both management and non-management positions, organizational development, conflict resolution, interviewing, workers compensation, unemployment compliance, employee orientation, payroll, policy and procedure development, benefits administration and employee counseling. Skilled in social networking and screening. Additional achievements included accounting, front office management, procurement and purchasing, document scanning and storage, file management, multi-line phones, maintenance of various databases, as well as report and letter composition. Assisted in the development of annual sales goals, preparation of tactical action plans and completion of monthly sales and booking reports. Scheduled meetings, conferences and work sessions for both managers and assistant managers. Completed all correspondence for support staff, prepared reports as necessary and confirmed business as required to develop a more informative database for improved management decision making. Extensive use of both Access and Excel in performing all spread sheet functions and maintenance of all database applications. Completed all human resources functions which included payroll, initial screening of applications, interviewing, employee orientation and reference verification.

1993-2002 – Town of Eaton, Eaton, Colorado

Recreation/Marketing Director

Outstanding accomplishments in performing administrative, professional and supervisory work in planning, coordinating, budgeting and directing the activities for the recreation program with additional responsibilities for scheduling facilities. Hired, trained and supervised all recreation staff. Marketed all promotional and media venues as well as designed brochures.

1983-1993 – Marsh Wholesale Inc., (manufacturing) Rapid City, South Dakota

Human Resources/Recruitment Administrator
Achievements included; labor relations, conflict resolution, training program development, recruitment for both management and non-management psitions, payroll, interviewing, benefits administration, job analysis, workers compensation, public relations, organizational development, employee evaluation as well as wage and salary adjustment. Researched statutes and regulations and conducted employee orientation. Wrote and evaluated policies and procedures.
