
[bookmark: _GoBack] CONSTANCE R. MEADOWS
cruthmeadows3236@comcast.net
3236 West 111th Loop, Unit C
Westminster, CO 80031
720.252.4125 Cell Phone
720.524.4947 Home Phone
Objective
I feel I am a very compassionate and caring person, able to work with all types of people.  My desire is to enter into a company where I can use these qualities.
Qualification summary
· 15 years of financial, accounting and customer service experience in an educational setting interacting with a variety of people including faculty, students, parents, staff and vendors
· Ability to multitask, adapt and change easily, self-motivated, fast learner, problem solver
· Excellent organizational skills, detail oriented, time management and strong verbal and written communication skills 
· Optimistic, enthusiastic, professional appearance and attitude, team player, committed to excellence
· Computer skills include: MS Word, Excel, Outlook, QuickBooks and Power Point
· Proficient with PeopleSoft/nVision system and Cash Income with Jefferson County Public Schools
· Experience utilizing electronic databases to enter, maintain and compile financial data
· Experience maintaining and programming phone system (Meridian)
· Medical Terminology training through Lutheran Hospital (Foothills Family Medicine)

Experience/Responsiblitities – (include, but not limited to)
Experience Factor/SCL Health Systems/Exempla Healthcare June 2013 – February 2014
· Secretary/Receptionist
· Manage the day-to-day operation of the front office
· Help plan and manage special events
· Coordinate timely communication requests, issues, complaints, problems and other actions
· Perform administration tasks such as; copying, developing spreadsheets, faxing, filing, printing, scanning documents
· Greeting Vendors and manage appearance of front office
· Open review mail, email and handle privileged and confidential correspondence
· Set-up and maintained extensive extension list
· Ordering and stocking of all conference rooms and kitchens

Northeast Academy Charter School – Denver Public Schools Business Manager
September 2011 to July 2012 (Denver Public Schools closed this school in May 2013) 
· Accounts Payable
· Accounts Receivable
· Payroll
· Petty Cash
· Human Resources
· Systems and Procedures
· Official Documents
· Scheduled Board Meetings/provided lunch dinner for meetings and other assigned duties
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Lincoln Academy (LA) Charter School – Jefferson County Public Schools/Arvada
Business Manager/Secretary   July 1997 – August 2011 (In 1999 my job description changed focusing entirely on the financial welfare of Lincoln Academy.)

· Developed, monitored and maintained a multi-million dollar budget
· Accounts Payable and Accounts Receivable
· Maintain current information on the “Financial Transparency Act”
· Collected and processed payroll for LA through Peoplesoft Accounting System 
· Human Resources – Maintained and processed all personnel files 
· Experienced with all the requirements regarding the Education Chart of Accounts
· Keeping track of all Grants (Income and Expenses)
· Director of the Hot Lunch Program
· Processed all monies received into the financial office through Cash Income Program.   
· Attended Budget Committee Meetings and Board Meetings once a month/presented monthly Income and Expense Reports
· Tracking of student fundraising – Outdoor Lab
· Manage and monitor all Bond accounts with the Trustee at Wells Fargo. 
· Maintain and track all teacher/staff absences and expenses
· Scheduled all school field trips/verify money received from students

Lincoln Academy (LA) Charter School – Jefferson County Public Schools/Arvada
Principal Secretary    July 1997 – July 1999
· Duties included all of the above responsibilities, but on a smaller scale.  Lincoln Academy’s student population during these two years was much smaller.
· Served as the Front Office Manager/Principal Secretary/Clinic Aide
· Tracked all student attendance
· Greeting parents and conducting tours of Lincoln Academy
· Receptionist 

Foothills Family Medicine – Wheat Ridge, CO
Medical/Referral Specialist    December 1989 – July 1997
· Handled all Insurance Referrals
· Scheduling
· Educating patients regarding Insurance
· Updated charts
· Receptionist
· Maintained and scheduled all physician meetings
· Bookkeeping/Filing
· Able to handle multi-task requirements simultaneously
Training/EDUCATIOn
· Charter School Grant Review Committee; conducted comprehensive, in-depth studies of all aspects of individual schools, concluding with a report of recommendations for improvement and acknowledgement of strengths.  Trained by Colorado Department of Education (CDE). 
· Various training with Jefferson County Public School District and Lincoln Academy.  
· Colorado Business Managers Network Meetings through CDE
· Served as a Financial Consultant for a area Charter School
· Front Range Community College – Core subjects; Accounting, English and Adult Ed. Spanish
· Colorado Mountain College – Core subjects; Accounting and Music
· Medical Terminology training through Lutheran Hospital (Foothills Family Medicine)
· Cherry Creek High School
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