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	Experience


	11/4/2008 to 6/30/2012
	ASDx Biosystems, Inc.
	Boulder, CO

	Office Manager
All aspects of government contract bookkeeping and human resource for a 6 person business.
Duties included, but are not limited to, interviewing potential employees, processing new hires and entering information in QuickBooks, writing the employee handbook, setting up 401k, vacation, health insurance and PTO.   All aspects of payroll including recording of timesheets, entering information in QB, and processing electronic checks.  Other tasks include invoicing Department of Homeland Security on a monthly basis along with necessary financial reports. A/R & A/P, reconciling bank and credit card accounts, purchasing laboratory and office supplies, keeping files and binders current.  Assisting CPA with government reports and year-end tax filing. Processing 1099’s. Travel duties included flight arrangements, hotel and transportation for employees, and DHS and CDC employees when required.  Technical tasks included maintaining computers, printers, and internet and phone service.


	10/1/2006 to 0/31/2009
	C3 Summit, LLC
	Longmont, CO

	Office Manager / Bookkeeper
QuickBooks Pro, MS Office
Invoicing clients, receiving and posting monthly, quarterly & annual, including the transmission of ACH, EFT & EFTPS online payments.  Processing 1099’s and W2’s at year end.  Reconciling and balancing multiple bank statements.  Processing of Profit & Loss, Employee and Contractor Hour Reports, AR Aging Reports, and other necessary report when requested.  Processing of new hires, including the setting up of 401k plans, health insurance, background checks through American Databank and drug screening documentation.


	7/1/2005 to 5/1/2007
	LedgerPlus
	Longmont, CO

	Payroll / Accounting / Tax Preperation
Pensoft Payroll Software, CFO Today Accounting Software
All aspects of payroll, payroll taxes – monthly, quarterly & annual for over 40 companies.  Processing 1099’s and W2’s at year end.  Reconciling bank, credit card statements and processing journal entries for accounting clients.


	2002 to 2007
	Broad Point Communications, Inc.
	Longmont, CO

	Administrative office manager
AP/AR, QuickBooks, invoicing, payroll, deposits, taxes, filing, phones – all administrative duties required for a 1 person business.

	

Education

	1986-1989
	Wharton Community College
	Richmond, TX

	
Basic college courses

	References

	Dr. Cindy Orser, Chief Operating Officer - ASDx Biosystems, Inc.  303-720-1672

Dr. Peter Andreotti , Chief Executive Officer - ASDx Biosystems, Inc.  415-710-1100

Dr. Gary Mack, Director of Research – ASDx Biosystems, Inc.    720-532-7834



