Carolyn A. Poulos

720.939.3969

casatia@msn.com
Attention to detail, vision, and passion for success provide me with a platform of unique characteristics that make the workplace a fun environment, while producing reputable deliverables. My background as a humanitarian has taught me valuable skills, including collaboration, creativity, and effective listening. Working as an Office Manager/Payroll Specialist, I can use my strong communication and organization skills, attention to detail, and ability to meet deadlines to bring this position to its full potential.

	Related Work
	Office Manager, Subway of Cherry Creek Inc., Denver, CO
· Supervised the 30 individual Subway restaurants’ banking procedures

· Prepared weekly tracking reports for the company

· Prepared monthly tracking reports for the company

· Assisted the Director of Operations in maintaining store records and day-to-day operations

· Interacted on a daily basis with five District Managers and 30 General Managers

· Supervised two office assistants

· Worked closely with company accountant 

· Answered phones

Human Resources Manager, Subway of Cherry Creek Inc., Denver, CO
· Managed background screening services 
· Maintained monthly audit of I9 procedures within each of the 30 stores
· Wrote letters at the request of current and former employees in regards to their employment history with the company
· Processed all new hire and termination information for 30 stores
Payroll Specialist, Subway of Cherry Creek, Inc. , Denver, CO
· Entered all employees into ADP payroll database
· Monitored company tax credits for current employees
· Processed and maintained all garnishments and liens 
· Processed payroll semi-monthly for company with more than 300 employees using ADP payroll system


	Foreign Travel
	British Virgin Islands
            Toronto, Canada  




Auckland, New Zealand

                        

	Volunteer Work
	Past PTA President

Girl Scout Leader

Teacher’s Assistant


