
REIDIE MITCHELL
REIDIE@YAHOO.COM

303.881.5478

PERSONAL STATEMENT
Seeking an executive position utilizing my professional skills and experience in accounts, 
bookkeeping, management, trainer, recruiter and marketing in a company that appreciates 
the knowledge and experience that I bring to the table. Synergy grows companies and 
produces top performers like me.

2019 TO PRESENT United Food & Commercial Workers Westminster, Colorado
BOOKKEEPER / MEMBERSHIP BILLING

 Manage Company accounting, Reports, Bookkeeping: including AP/AR, payroll 

 Manage weekly billing for three companies

 Maintained records active and non-active members

 Provide support for special projects for Membership Records 

2018 TO 2019 Handyman Hub, Inc. Westminster, Colorado
BOOKKEEPER / OFFICE MANAGER
 Manage Company accounting, Reports, Bookkeeping: including AP/AR, payroll, Bank 

Reconciliation 

 Manage office operations including work orders, handling customers and craftsmen payments

 Maintained compliance with State and Federal laws, company policies timely

 Organized and maintained all craftsmen human resource records along with maintaining client 
records

2014 – 2016 Lowes Foods Hampstead, North Carolina
GUEST SERVICE LEAD / BOOKKEEPER

 Provided morning bookkeeping, opening the store and setting up all cash registers (Handling 
25K daily)

 Supervised front end cashiers and staff along with providing excellent guest satisfaction

 Trained new cashiers (over 24 during a two year period)

 Promoted special projects because of my natural positive interactions with customer

2009 TO 2011 King Bee Equipment, Inc. Fairbanks, Alaska
BOOKKEEPER/ OFFICE MANAGER/PROJECT ADMINISTRATOR
 Manage and maintained quality control of the operations of the entire office and staff: 

mailto:reidie@yahoo.com


 Bookkeeping:: QuickBooks; AP/AR; Certified Payroll; and Union Reports

 Forecast Financial Reports for each fiscal year

 Maintained compliance with State and Federal contracts for all construction projects

 Property Manager for Owner’s Investments

2006 TO 2008 Big Brothers Big Sisters Fairbanks, Alaska
CUSTOMER RELATIONS SPECIALIST

 Represented organization through community outreach

 Handled all internal communications including newsletters and webpage updates

 Supervised recruited volunteers (Over 100 volunteers during two year period)

 Processed background checks on all volunteers and employees

 Organized all company events and community projects

2000 TO 2004 Alyeska Pipeline Service Company Fairbanks, Alaska
COMMUNITY AFFAIRS COORDINATOR
 Managed the Fox Visitor Center and staff – Over 100,000 visitors per season

 Organized all volunteers for Company sponsored events for over 2500 employees

 Act as liaison between company and community leaders 

 Manage all internal communications 

 Assisted with contribution guidelines for non-profit organizations

LICENSES/CERTIFICATES
Home choice, Homeownership and Loan Certificate
Excellent Customer Service & Quality Assurance Certificates
Quickbooks Online Training Certification 

TECHNICAL SKILLS
MacBook Pro 
MS Office Suite
Quickbooks
Manage Staff

VOLUNTEER EXPERIENCE
 Emergency Response Coordinator (ERC) at Alyeska Pipeline Service Company

 American Cancer Society – Relay for Life

 Big Brothers Big Sisters – Bowl for Kids Sake, Annual Clean up Day

 Muscular Dystrophy Association – Jerry Lewis’ Annual Telethon



 United Way – Various Community Activities and Fundraising Events e.g. Day of Caring; Bakes 
Sales; United Way Auctions.

PROFESSIONAL REFERENCES
 Karen Smith - 910-270-6300

 Richard Collins - 623-221-1980 (Enclosed)

 Curtis Thomas – 970-394-0122 (Enclosed)

 Cyndi Nation – 907-378-8992


