Carol A. Mullen

8420 W. 95th Drive, Westminster, CO 80021

720-480-4506
  carolkoshay@comcast.net
Objective:

To work in a challenging and diversified position for a dynamic and reputable company where I can utilize my past experience to achieve its goals and continue on a personal path of growth. 

Work Experience:

4/10 – 1/14

Nolan Business Solutions




Boulder, CO
Administrative Specialist
Performed accounts receivable, payable and HR functions. Created quotes, processed new orders and updated contracts in database. Provided customer service via phone and email. Researched domestic and international travel; booked itineraries. Created registration keys for software testing and after purchase.
5/09 – 4/10

MeyersDining, LLC (acquired by CBIZ - 10/09)


Boulder, CO

Account Manager

Enrolled, terminated and made changes for client members.  Researched and resolved claim issues which involved client interface.  Reviewed quotes and proposals. Prepared marketing materials.  
2/03 – 8/08

Vidiom Systems (acquired by ADB - 2/06)


Broomfield, CO

9/07 – 8/08
 Human Resources Generalist
Performed additional HR duties including benefit open enrollment, annual performance reviews, offer letters, payroll, and served as the general point of contact for all HR related questions.
4/06 – 9/07
Marketing Coordinator (promotion)
Assisted with planning and preparation as well as attended major trade shows. Developed a style usage guide and updated intranet. Proofread company press releases. Continued to perform many of the functions below. 
2/03 – 4/06
Office Manager (promoted from Administrative Assistant in 03/04)

Researched and contracted vendors.  Managed signed agreements, inventory database and office keys.  Created forms to facilitate company guidelines.  Arranged lodging, travel and registration for industry events.  Researched different programs for travel perks and discounts. Completed and reviewed expense reports. Planned company events and ordered company schwag. Recruited and provided on-site training for Administrative Assistants hired in and outside of Colorado. Conducted new employee orientations and exit interviews.  Enrolled employees into benefit plans and made changes as needed.  Maintained and distributed company organizational chart and employee v-cards.  Ordered supplies, business cards and name plates.  
9/00 – 1/03

Voyant Technologies, Inc. (acquired by Polycom – 11/03) 
Westminster, CO

Administrative Assistant, Operations

Provided support to four c-level executives.  Scheduled meetings, maintained calendars, coordinated travel and prepared expense reports.  Ensured that general office supplies were available and ordered specialty items when appropriate.  

2/00 - 9/00

Super PC Memory





Broomfield, CO

Sales Assistant

Received, reviewed and inputted orders plus provided administrative support to ten sales representatives.

12/98 - 1/00

Cable Television Laboratories, Inc. (CableLabs)


Louisville, CO

Human Resources Assistant

Coordinated and scheduled candidate interviews involving executive members of the organization. Posted open positions, maintained corporate interview database, placed ads, performed academic reference checks.  Created various spreadsheets for reporting purposes.  Drafted offer letters and new hire memos. Generated, distributed and processed new hire paperwork.  Performed new hire orientations.  Provided back-up support to the Physical Facilities Administrator and Reception Administrator which included mail /shipping and phone coverage.  Interfaced with supply vendor to coordinate office supplies, placed special orders and researched supply questions/problems. Recipient of five employee recognition awards.
11/95 - 10/98

Advanced Systems Engineering, Inc (ASE)


Aurora, CO



(acquired by CIBER Information Systems – 2/98)
4/98 – 10/98
Consulting Services Manager

Established a Field Manager program specific to our branch. Pursued employee self-assessments, performed client interviews and conducted performance appraisals for 130 field employees.  Continued to execute the majority of administrative responsibilities listed below.

4/97 - 4/98 
Human Resources Administrator
Administrative duties included accounts payable, accounts receivable, bank deposits and reconciliations, placement of ads to solicit candidates, contacting employee referrals for potential contract opportunities, new employee orientations, employee raises, medical/dental benefits, payroll, DoD security, employee terminations and required reporting.  Managed the company's first and only overseas contract which entailed recruiting, negotiating rates and administering benefits.  
6/96 - 4/97
 Account Manager
Provided technical recruiting for the major Aerospace and Defense companies.
11/95 - 5/96
 Administrative Assistant
Relocated to Colorado and was hired through an agency for the first month of employment to answer phones and file.  I was hired directly by ASE to provide additional administrative functions.
5/93 - 9/95

The Power Line - a division of Publishers Clearing House

Roslyn, NY

Accounts Manager, Operations

Defined and implemented procedures necessary to support client required reporting and fulfillment systems.  Administered statistical reporting and assisted Client Services in result analysis, ensuring accuracy and timeliness.  Developed, revised and streamlined all clerical/administrative sales support systems.  Managed all invoice and collection procedures.

Education/Training:

5/91 
   B.S. Business Administration - Marketing, Hofstra University, Hempstead, NY



5/88
   A.S. Business Administration, Nassau Community College, Garden City, NY

I have also taken classes throughout my career to stay up-to-date with software applications, HR policies and general business practices.  Many of the courses attended were through Mountain States Employers Council (MSEC).
Software Application Experience:
Windows 7, Excel, Word, Visio, PowerPoint, Outlook, MS Dynamics GP, MS Dynamics CRM, NetSuite, Google Docs, Sharepoint, FileMaker Pro, Macromedia, Paychex Preview, AgencyWare, and various other application, database and internet experience.
Outside Interests:
I enjoy volunteering and serving on the board for Golden Retriever Freedom Rescue (GRFR). I also like to travel, hike and snowshoe – particularly with my three dogs.

