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QA AL I F r C AT r O N S/S K r L LS
Highl,," conpetent professional vho can be tntsted with the most confidettial projects. Successful in turaing dbotgailzeel
environntents into smooth-running operations ond overlauling administrative processes to imprcve accuracl' and e.fliciency.

. Self-stafler and quick learner ahvays cxceeding expocadons.

' Highly oryanizcd and dctail oricntcd.

I Dedicarcd and focuscd; ability to prioritize and complctc multiplc tasks following rhrough ro achicvc project goals.

' An independcnt and sclf-motivated professional with cxccllcnt rcscarch and writing skills.
r Ability to grow positive relationships with cliens end collcagucs at all organizarional levels.
t Computer skills/sofnvare a inchde MS Wond, Excel, PowerPoint, Microsoft Outlook. Microsoft Office. Quickbooks,

Sage

PROFESSIONAL HQERI ENCE
Outfiucrs Elearical Services - CFO - Coowner
February 200E - Prsent

o Trackingcash flow and financial planning

o Analyzing thc company's financial strengths and wcakncsses and proposing correctivc actions

o Making recommendalions on mcrgers and acquisitions, funding, and invcstment smrcgies
o Plans thc cxcculion of the functions of reimburscmcnt, budgct, gcneral ledger accounting, accounts payable and

payroll

o Prepare financial rsporls, including income statemenB and balancc shec6

o Coordioatc audits, rcconcile accounts and mainain all accounting records

Bassea & Associaus - AccounE Pa;nble

Merch 2021 - Present

o Managp accounts payablc proccsscs for separate entities and vendors

o Proccss duc invoices for payrnent within sct timcframc

. Preparc bills according to company practiccs

. Compare purchase orders, priccs, tcrms of payment and other charges

o Vcrify and investigate discrepancies

r Work with compliance issues regarding accounts payable processes (W-9. salcs tax, ctc.)

o Maintaincd the highest lcvcl of quality and customer servicc



Nbon Construccion - Adminisnative Asistant / Accounting Assistant

April 2014 - March 2021

o Perform a wide varicty of routine and non-routine administrativc functions and secretarial scrviccs. Handlcs details and

assignments of a routinc naturc within ageed upon limits using cstablishcd guidelines and procedurcs.

o Composes, design, edis and prcparcs various correspondence, documcnts, and rcports for the departnent including
spreadsheetq gaphs, and charts.

o ldcntifics computer applications n perform rcquircd duties in the most effeclive manncr.

o Processcs dcpartmcnt timekecping and employees' changcs

. Process employcc/Dircctor expense rcports

o Greets and dirccts cuslomcrs, answer phone, and mainrains stationcry supplies.

. Receives, sorts, redir€ca and prioritizes incoming mail.

o Mainain & prcparc paymcnt proccssing for ouside contractors and vcndors.

o Provides support for departmcntal projccs.

Ad minlstrrtion & Orgao ization

o Crcated highly cffcctivc organizational and filing sysems, including quick and thorough indexing, filing and ofl3itc
siorage. rezulting in easy access to critical information and sreamlined office functioning.

o Coordinated and set up high-lcvcl confcrcncc calls, board and management meetings, spccial cvcnts and travel

arrangcmcnts for top execulives.

o Conductcd cxtcnsivc Internet research on compelibrs and potcntial acquisitions and rcported findings.

o Developed, formaned, and maintaincd databases.

o Updated and maintained CEO s calendar and assistcd managcrs rvith special projects as needcd.

Communlcrtlon & Client Relations

o Answcrcd a high volumc of incoming calls and in-pcrson inquirics from clicnts and collcagues; trcatcd cach pcrson with
Bspcct and providcd information and referrals.

o Acted as liaison and mainuincd opcn lincs of communication among senior executives, boand mcmbcrs. sharcholders,

medicsl dircctors, middle managcmcnt, and adminisnative sraff.

o Composed corrcspondence: proofed and editcd documcnts to cnsure accuncy and consistency.

o Coordinatcd prcparation and timely dissemination of company rcports for mcctings and conference calls.

EDUCATION
Aurora Ccnral High School

Aurora CO 1988


