
RANDI L.TAFOYA
777 Third Street Firestone, CO 80520

(303) 565-9191 Cellular ( randit@comcast.net
Professional Profile
· Experienced Accounts Receivable Manager, Payroll Administrator, Human Resources and extensive background in Student client retention through Academic Advising.
· Solutions-driven professional with solid decision making capabilities.

· Customer-focused, highly organized self-starter with a demonstrated ability to manage projects, build relationships, and communicate win-win strategies. 
· Resourceful, creative problem-solver with proven aptitude to analyze complex customer requests and problems.
· Skilled communicator who leverages interpersonal skills to interact productively with customers, staff, and management teams.

Core Competencies
· Student Assessment

· Course Schedule Implementation
· Academic Completion Advising
· Consulting
· Collections
· Time-Management

· Organizational Skills
· Strategic Planning

· Student Relations and Retention

· Financial Payroll Management
· New Account Management

· Customer Service

· Leadership
· Teaching

· Effective Presentation
· 60 WPM, Ten key  
Professional Experience
Cutting Edge Steel, Commerce City, CO.
                   



                            2012 Current
Bookkeeping
· Administrative duties which included sales tax, billing, collections, accounting research and accounts payable.
· Communication of employee benefits, administer payroll, and other opportunities..

· Oversaw all personnel files into a paperless program including research of employee backgrounds.

· Overall Human Resources job functions.

Adams 12 School district




                   



     2012                           
Para
· Foster learning.
· Support emotional, social and behavioral development.
· Support teaching and learning with teachers and student.

· Review lessons and teach.

· Read, play and engage students to do the same.

Colorado Christian University, Northglenn, CO.
                   



                   2008 - 2011
CAGS - Student Services Advisor, SSA
· Apply proven skills within the College of Adult and Graduate Studies department for student advising.
· Student relationship building through the process of retention until the completion of program.
· Overcome objectives with students and mentor through program decisions and descriptions.
· Student re-enrollment utilizing effective schedule preparation.

· Maintained an 85% retention rate.

SteelStar, Dacono, CO.










      2007 - 2008
Human Resources / Accounts Receivable / Project Coordinator
· New hire orientation training with focus on overall job functions and employee expectations.
· Communication of employee benefits, payroll, and other opportunities.

· Oversaw all personnel files into a paperless program including research of employee backgrounds.

· Overall Human Resources job functions.

Three Tomatoes Catering, Denver, CO.



                                                          2005 - 2007
Accounts Receivable Manager
· Application of financial management of payroll within Human Resources department.
· Administrative duties which included billing, collections, accounting research and accounts payable.
T and R Graphic Imaging, Denver, CO.                  




                                2004 - 2005
Accounts Payable 

· Responsible for overseeing large client contact. 
· Implementation of client meeting presentations.
· All accounting services including month end scheduling, appointment scheduling and travel arrangements.
Imperial Headwear, Denver, CO. 
                                                                                                              2002 - 2004
Billing Clerk
· Applied proven skills, managing up to 250 invoices per day which included updating, billing, and accounts receivables. 
· Verified, approved, input all credit memos and management of spreadsheet calculations.
· Responsible for end of day transmission of credit card sales and collections.
RANDI L.TAFOYA
777 3rd Street Firestone, CO 80520
(303) 565-9191 Cellular ( randit@comcast.net
Professional Experience Continued
Manning and Company, Englewood, CO.                                                                                                           2001 - 2002

HR Payroll Administrator
· Human Resources verification, tax filing administration and direct deposits.
· Oversaw all payroll functions.
QK Inc. / Denny's Franchise, Holbrook, AZ.







      1998 - 2001

Accounting Clerk

· Payroll for 180 employees, state record filing, bank statements, overall general ledgers and financials.
Education and Training
· Bachelor of Arts in Psychology
                Colorado Christian University, Northglenn, CO
· Associate of Arts
                Colorado Christian University, Northglenn, CO 
· Biblical Certificate

    Colorado Christian University, Northglenn, CO
· Certificate of Completion,
                Mile High School of Ministry (MHSM), Denver, CO  

· Human Resources Certificate,

   George Washington University School of Business, Denver, CO
Volunteer Work/ Passions
· Youth group leader, Grace Church
· Sunday School Teacher, Grace Church

· Choir member, Grace Church

· Small group leader, Jacobs Well Church, Victory Church
· Secretary/Treasurer, Music International

· Worship Team, The Fort Church

· Council Member, The Fort Church

· Taught a career coaching class

References
Provided upon request

