TINA RIENDEAU
 3837 East 133rd Court, Thornton, Colorado 80241  720.217.1243  tdriendeau@gmail.com

OFFICE MANAGER

Summary of Qualifications

Multifaceted and talented professional offering several years of extensive and broad-based experience in diverse industries. Demonstrate remarkable ability in providing support in creating project plans by utilizing comprehensive administrative skills. 
· Highly effective leader equipped with excellent management skills; able to handle several employees at different locations. Highly capable of training and developing employees to ensure growth and maximum potential. 
· Expert at performing administrative duties including organizing project schedule and budgets to guarantee completion in timely and cost-effective manner. Skilled at interviewing, recruiting, and evaluating the performance of each employee.
· Excel in formulating and ensuring compliance to policies and procedures to effect dramatic improvements in a team. Thrive in streamlining procedures with cross-functional sites.
· Extremely effective in collaborating with diverse levels of individuals. Accustomed to working with operational teams in maintaining good customer service.  

Areas of Expertise:
Training Facilitation and Development | Administrative Management | Strategic Planning
Calendar and Scheduling | Policies and Procedures | Organizational Skills | Project Management | Bookkeeping

Relevant Experience

Community Reach Center, Thornton, CO (2006 – 2012)
FRONT OFFICE OPERATIONS MANAGER	2010–2012

· Adeptly handle various projects and contributed in developing training to assist staff in de-escalating customers called Professional Interventions utilizing Verbal Judo tactics for the entire clinical staff and administration staff.
· Substantially delivered improvement to a team, from working in silos to working as a team across the span of 10 locations while following policies and procedures.
· Provide keen oversight to the maintenance of four-building cost budgets and a team department budget.
· Establish a project plan for the implementation of customer service call center with staff from various departments.
· Generate a collaborative environment to promote teamwork to solve problems.

SUPERVISOR OF OPERATIONS ADMINISTRATION/EXECUTIVE ASSISTANT	2008–2010

· Rendered assistance in creating training materials; and planned and facilitated training of 250 clinical staff.
· Systematically organized projects and served as lead writer for a federal grant.
· Directly oversaw the Operations Administration staff and functioned as Project Manager for the implementation of new Electronic Health Records software.
· Systematically organized events, legislative breakfast, and consumer holiday parties as well as the administrative staff coverage for Operational Divisions.  
· Maintained constant coordination of a new team that fosters a skilled environment where staff could share ideas, solve problem, and rely on each other.
· Ensure consistency and accuracy in the department by implementing proper procedures.
· Dynamically executed administrative functions by facilitating meetings, interviews, travel itineraries, and managing the arrangements for COO, CCO/Medical Director, and leadership team members and staff.
· Kept track of any anomalies and overspending by sustaining budget for COO.


Community Reach Center, Thornton, CO
ADMINISTRATIVE ASSISTANT	2006–2008

· Systematically organized schedule and calendar for CCO/Medical Director and functioned as liaison for outside agencies.
· Conducted extensive researched and took charged in compiling and analyzing data for special projects.
· Assumed full accountability in taking minutes of meeting and served as events coordinator.
· Maintained the all schedules and other requests of 9 to 11 doctors.

True North Leadership, Eastlake, CO
DIRECTOR OF ADMINISTRATION/OFFICE MANAGEMENT	2004–2006

· Assumed full accountability in monitoring work requests and progress toward completion.
· Provided consultative support in creating project plans for conferences and fundraising events.
· Proficiently managed scope of work requested by clients and executed by interns.
· Efficiently evaluated intern applications and experience in line with client needs and interviewed potential interns for clients.
· Adeptly handled disbursements of short-term payable accounts, and mandatory reporting activities for the Presidents review.  
· Articulately presented reports on monthly profit and loss, balance sheet, and actual activity and administered cash management, accounts receivable collections of outstanding accounts, payroll, and invoicing. 
· Utilized organizational skills in preparing various tax filing forms and payroll as well as the account reconciliation activities on a monthly basis.
· [bookmark: _GoBack]Proficiently authored policies and procedures for new company.

Other Experience

Spectra Pregnancy Center, Northglenn, CO (2002–2003)
EXECUTIVE DIRECTOR | FINANCE DIRECTOR/OFFICE MANAGEMENT	2002–2003

Sundyne Corporation, Arvada, CO
ACCOUNTS RECEIVABLE | COST ACCOUNTING COORDINATOR 	1989–1993

Sundyne Corporation, Arvada, CO
ACCOUNTS PAYABLE AND SPECIAL PROJECTS COORDINATOR	1997–1998

Education

Bachelor of Science in Business Administration, with Emphasis in Management, 1998
Regis University, Denver, CO
Bachelor of Science in Marketing, 1998
Regis University, Denver, CO

Certified Verbal Judo Trainer
Notary Public

Technical Acumen

Microsoft Office Suite (Excel, Word, PowerPoint, Outlook, and Publisher) | QuickBooks
Electronic Health Record (cync, IRIS and Vitera-Intergy)
Page | 2 

