Christine Sandusky
640 W 39th St Loveland CO 80538

E Mail:  csandusky1@gmail.com *   Phone:  (406) 291-6905



SUMMARY OF QUALIFICATIONS

· Extensive experience in Bookkeeping, Accounts Payable and Accounts Receivable, Human Resources and Payroll. 
· Demonstrated strong ability in organizing and managing an efficient business office.
· Detail-oriented, efficient and organized professional with strong analytical and problem solving skills. Resourceful in the completion of projects and effective at multi-tasking.
· In depth knowledge of owning and running a successful business, supervising and leading a successful team
· Strong background in Sales, Purchasing, Customer Service and Management
· Proven skills in developing, growing and maintaining close partnerships with customers, vendors, distributors, and manufacturers


CAREER EXPERIENCE

03/2012 – present       Streamside on Fall River                                       Estes Park, CO
                                               Reservations/Quality Control/Housekeeping 
· Accepting payments, maintaining accurate records and processing advanced deposits on reservations, processing credit cards and cash. 
· Extensive time selling the property and the features of the resort to walk in                guests, over the phone, and responsible for processing room reservations.
· Address and resolve concerns and maintenance issues for guests. 
· Maintained high standards of cleanliness and hygiene of suites and premises. 

04/2011 – 10/2011      Master Metal Works                                                Fort Collins, CO
                                              Office Manager
· Full Charge Bookkeeper, Human Resources and Payroll manager, with heavy                    QuickBooks use.
· Manage Accounts Payable, Accounts Receivable, and all banking transactions.
· State-county-city sales tax reporting, payroll tax reporting.
· Responsible for customer service, quoting, sales orders, purchasing invoicing and collections.
· Created full marketing plan and developed extensive list new potential accounts.

07/2010 – 02/2011       Libby Care Center                                                Libby, MT
                                               Assistant Business Office Manager
· Managed Accounts Payable, recorded all incoming accounts receivable and handled all banking functions.
· Account management of petty cash and resident trust accounts.
· Monitored, processed and updated all private insurance claims.
· Streamlined HR/Payroll processing and reporting. Bi-weekly Payroll for 90 employees.
· Coordinated the Safety Committee meetings, OSHA paperwork and Workman’s Comp claims.
· Handled day to day workings of the office including assisting residents, visitors and answering a multi-phone line system.


07/2009 – 07/2010      Homesteaders Ranch and Feed                              Libby, MT
                                                Assistant Manager
· Supervised, ordered and received weekly with all major suppliers including Purina.
· Managed and reorganized the pet and livestock departments, maintaining inventory and displays for all pet supplies, toys, food, and livestock supplies and tack. 
· Inventory Management and reconciliation. 
· Customer Service and creating and maintaining strong relationships with regular customers and vendors were a top priority.
 
[bookmark: _GoBack]03/2008 – 05/2009     Harlow’s Bus Service                                              Libby, MT
                                               Office Manager
· Processed Payroll bi-weekly for 60 employees.
· Maintained and reconciled petty cash and company checking account.
· Maintained all tax documentation, licensing, permits and insurance for multi-state locations.
· Verified Accounts Payable for accuracy and all incoming Accounts Receivable.
· Maintained compliance and dispatch for US Forest Service for all buses, drivers and crews. 
· Maintained DOT compliance for all drivers and buses
· Setup and maintained service records for each vehicle
· Scheduled 40 drivers for regular routes, charters, deliveries and pick-ups. 

10/2004 – 12/2007     Reel Time Movies Inc.                                             Libby, MT           
                                                Owner 
· Responsible for all business operations including Bookkeeping, Accounts Payable, Accounts Receivable, Payroll, Scheduling, Customer Service, and inventory management.
· Managed five team members and processed Payroll bi-monthly, including taxes and benefit administration.
· Recruited, supervised, and provided training in customer service refinement, problem solving, money handling and use of windows based computer systems.
· Increased profit 50% in first six months and doubled the value of the business in two years.
· Marketing of business locally and in conjunction with other local businesses.


Additional Skills and Experience
Proficient in Word, Excel, Power Point, Outlook, QuickBooks, Quicken, Data Entry and Ten Key.
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