Robin E. Roberts

10437 W. Hampden Ave., #104

Lakewood, CO  80227

Home:(303) 985-5840/Cell-(720)938-3728
roberts104@comcast.net
Objective:  To obtain a permanent, long-term position where my Office Management/ Administrative/Bookkeeping skills will be utilized to best benefit my employer.

Skills:  Office Management, Typing and Word Processing (100+ wpm); Computer Literate - Software Applications:  MS Word, Power Point, Access, Excel, Quick Books, Outlook, WordPerfect; 10-key by touch; Accounting (including payables and receivables); Personnel Management; Organization and Administrative support; Payroll, ability to operate all office machinery (Copiers, Fax Machines, Credit Card machines, etc.), ability to meet deadlines.  Active Colorado Notary Public commission.  
Employment History:
April 2011-May 2013
Various Office Manager/Administrative/Accounting long term temporary positions throughout the Denver Metro area; performing such duties as: preparation of correspondence, accounting through QuickBooks, payroll, event planning, data base management, complex mailing projects, handling and processing of confidential information.
Office Manager

Western Building Corp.
Littleton, Colorado (April 2006-April 2011)

Preparation of all company business correspondence, A/P, A/R, Payroll (using QuickBooks Pro, versions 2006 & 2009) preparation and distribution, setting up and maintaining of office and personnel files, handling of confidential information, gathering of accounting information to be forwarded to an outside accountant at month end. (Twice named “Employee of the Month”; August, 2007 & March, 2008.)
Office Manager

Lewis Plumbing.
Denver, Colorado (January 2003 – April 2006)

Duties included, but were not limited, to: answering phones, scheduling and dispatching service calls, A/P, A/R, Payroll (using QuickBooks Pro version 2004) , maintaining employee files, communication with sales, vendors, and contractors, customer service, collections, safety coordinator duties.
Office Manager

R.A. Heales & Associates, Ltd.

Englewood, Colorado (October 2001 – December 2002)

Preparing and distributing of bi-weekly payroll, 941 Tax Deposits, A/P, A/R (using QuickBooks version 2000), maintaining of office and HR files, processed new employee paperwork, typed reports and invoices for clients, handling of confidential and sensitive information on a daily basis.  Worked with an outside accountant that came in once a month to close out monthly accounting books.

Office Manager
JRH, Co.

Sedalia, CO (July 1998 – September 2001)
Preparation of all business correspondence for the company.  Preparing payroll for employees and subcontractors, 941 Tax Deposits, A/P, A/R (using QuickBooks), handling of confidential information, set up and maintenance of all office files, screening and returning of telephone calls, preparation of business presentations.

Payroll Clerk
KN Energy, Inc.

Denver, CO (December 1997 – June 1998)

Responsible for entering hours from time sheets into computer; including verification of Vacation, Sick, Floating Holiday hours, and also assisted in verifying checks for correct information before distribution.  (This was strictly a long-term temporary position while facilitating a computer software changeover.)
Office Manager
Phoenix Enterprises (Investment Brokers)
Englewood, Co (December 1994 - November 1997)

A/P, A/R, Payroll (using QuickBooks), set up and maintaining of office & HR files, prepared correspondence and business presentations, supervised 8 office staff, training of new hires, handling of confidential information, screening and returning of telephone calls.
Manager of Operations/Realtor's Assistant
Top Producer, Ltd. (Todd Bates), a Real Estate Company/Agent

Denver, Co (March 1993 - December 1994)

Preparation of  Mr. Bates' personal and business correspondence. Handling of confidential information on a daily basis.  Processed all property listing and closing files and attended closings.  Contact with clients, other realtors and mortgage lenders.  Accounting (accounts payable, accounts receivable, payroll and quarterly tax reports). 

Education:

University of  Phoenix -Denver, Co - Completed two years of business college courses (Associate’s Degree) Graduated from Provo High School -  Provo, UT

References upon request

