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Denver, CO                  303-709-0727                micoring1126@hotmail.com
Controller / HR Specialist
Controller / HR Specialist who is a team player and self-motivator with great attention to detail and a determination to succeed.  Strong business ethics with excellent customer service for connecting with individuals to build, grow and maintain successful relationships.  Passion for creativity and ability to work independently along with excellent written and oral communication. Always presents a professional attitude and positive personality for successful building and maintaining of professional relationships.
 Proficiencies include: 
· Effective time management skills
· Conflict resolution abilities
· Excellent organizational record keeping
· Accurate and timely AP /AR processing
· Managed/Negotiated employee benefits
· Process and implement payroll

· Tax preparation and submission
· HR Administration duties 

· Excellent troubleshooter and researcher 
· Analytical thinking and problem solving.
· Month end year end reconciliation
· Year-end inventory control adjustments

· Ability to meet strict deadlines

· Great client customer service skills
Professional Experience

FREEDOM LUMBER CO INC., FREEDOM, WI
Controller/ HR Specialist, March 2000-Present
· Controller of business operation and oversee overall operation.
· HR benefits administrator.
· Research and implement new health insurance, benefit packages, and review of all administrative cost.
· Negotiation of all business matters including purchasing and maintenance of major equipment and vehicle fleet.

· Review and initiate business contractual agreements along with maintaining compliance of agreed terms.
· Research and implement new business software along with one on one training and implementation. 

· Plan and estimate quarterly and yearly budgets.
· Provide and generate monthly AR /AP.
· Investigate and satisfy customer discrepancies on invoicing and provided effective courteous collection policies.

· Run payroll and submit all tax accordingly.
· Provide year end financials and complete W2 statements.
· Responds confidentially to inquiries regarding policies, procedures, and employee benefits to employees.
· Developed and review of employee handbook and company policies.
· Insure complete and accurate employee records in compliance with all regulatory agencies.

· Made daily deposits and cash reconciliation.
· Conduct background screenings on potential employees.

· Train, mentor, and coach new hires along with documentation of progress.
· Serve as consultant on financial decisions and legal matters concerning truss plant and 20yr net lease agreement.

Wells Fargo Home Mortgage
Mortgage Processor / Underwriter, 1998 - March 2000 

· Review, process and complete loan documentation including dirrect customer follow-up. 

· Communicated with loan officers on a regular basis, coordinated and facilitated updating of applicants loan, discuss progression and problem solving.
· Met critical deadlines with work flow.
· Comply with rules and regulations of Federal and State agencies and compliance requirements.

· Managed large pool of loans during the refinance boom of the late 90’s.

· Was put into fast track training and received advanced FHA underwriting credentials early in my employment with appraisal review authority.

· Developed and trained new hires thru a development team.
· On advisory committee for improvement end efficiency procedures.

technical skills
Ability to work with several operating systems including:
· Microsoft Dynamics GP (Formally Great Planes) 

· Spruceware.net accounting software

· SBT Pro accounting software

· Excel 

· MS Word

· PowerPoint

· Outlook

· AutoCad Design

· Softplan Design Software
Education 

MISSISSIPPI STATE UNIVERSITY, STARKVILLE, MS

