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     EXPERIENCED OFFICE MANAGER





14 years of exceptionally detailed and versatile office management. Experienced in office machinery and computer programs and strong with meeting customer’s needs as well as office team. 





Maintaining Client Relationships					Phone Communication 


Maintaining accurate cash bank in vault				Greeting 


Meeting corporate deadlines to process financial records		Customer Service


Verifying payroll							Microsoft Office XP


Troubleshooting Discrepancies					Multi-line Phone Systems


Vendor Coordinator							Maintaining Office Supplies.	


Handling contracts for subcontractors. 				Accounts Payable


Accounts Receivable 							User of proprietary software


Event Management				Attention to Detail 			














OFFICE MANAGER										2005- Present 


Volume Services


Dba Centerplate at University of Colorado at Boulder 


Scheduling and coordinating game day cash room staff


Issuing cash control logs and counting event cash


Reconciling cash to cash log, making deposits, ordering supplies for game days


Vault Management.


Handling annual contract for subcontractors to work CU athletic games and other events. 


Audit game day receipts. 


Organizing radio distribution and verifying equipment return to vendor


Handling the majority of telephone calls


Other Administrative duties


Greeting hundreds of seasonal employees. 


Maintaining  office, vault,  and event supplies








OFFICE MANAGER										      1994-2005


Aramark  SPORTS & ENTERTAINMENT 


University of Colorado at Boulder


▪ Vault and Event responsibilities


▪ Worked closely with the University of Colorado Athletic Department business office 


▪ Payroll, accounts payable, etc.


▪ Extensive office administrative duties


▪ Event Management





References : Tanya Patzer, University of Colorado   (303)492-3255    Jennifer Green, University of Colorado (303)492-6928   Teri Hull, Regional Manager COMAG Marketing (720)339-9671


                      

















