Tara Delbaugh

14624 E 13th Cir.
Aurora, CO 80011
Cell: 646-510-6244
T.Delbaugh@yahoo.com
Experience: 
Jones Lang LaSalle

Facilities Coordinator/Office Manager for Autodesk, Inc.

GW Village, CO
February 2015 – Present

· Provides support for employees, guests, and visitors at Autodesk.

· Proactively coordinates all day-to-day facilities operations, working directly with on-site administrative support for Autodesk and/or property management groups. 

· Acts as primary point of contact for emergencies, visitor assistance, vendor assistance, access clearance, deliveries, and access badge issues. Manages facility access badging and keys for employees, guests, and vendors.

· Supports or resolves problems associated with all building services including: copiers, janitorial, food service, coffee services, vending, access badges, office moves, inter-office transportation of equipment, as well as interior and exterior furnishings, fixtures, signage and equipment. Provides vendor escorts as needed.
· Generates monthly expense reports.

· Manages multiple calendars through Outlook.

· Creates & Monitors budgets.

· Helps supports multiple managers with a magnitude of needs., (i.e. trainings, orders, travel)
· Assists with receiving and dispatching of work requests to technical staff, vendors or Landlords providers as necessary. 

· Monitor Action Requests (ARs) to ensure all are assigned, responded to, and completed in accordance with the Key Performance Indicators (KPI’s) as described in the JLL Service Level Agreement with Autodesk. 

· Provides preventive maintenance support and maintains records for work completed.

· Manages kitchen / Pantry areas. Empties dishwashers and does daily clean off coffee / beverage equipment.

· Maintains office condition in line with Autodesk / CREFTS standards for organization, orderliness, cleanliness, and aesthetics.

· Maintains conference rooms in accordance with Autodesk policies and guidelines. 

· Supports special office events, meetings, catering and TelePresence calls.  Support includes furniture, audio visual set-ups, in addition to other support as needed. Maintains and responds to Autodesk AV equipment issues.

· Assist with systems furniture requests for reconfigurations/installations and updates floor plan seating updates.

· Inventory and stock office supplies, copy paper, and conference room supplies on a daily basis.

· Coordinates vendor billing, invoicing, and reporting. Ensures vendors are working with proper agreements / contracts.

· Manages office shipping and receiving as needed.

· Participates in Emergency Response Team drills and trainings.

· Performs projects and supports other duties as assigned.
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John Madden Company

Executive Administrator to the Chairman & CEO/Office Manager

GW Village, CO
October 2012 – October 2014
· Supported Chairman and CEO in day to day functions to ensure they are able to focus on their priorities.
· Managed multiple calendars through Outlook.

· Managed multiple multi-million dollar accounts & created biweekly reports.

· Managed non-profit financial commitments.

· Reviewed & Created letters and correspondence.
· Created and managed filing systems, paper and electronic.

· Developed and implemented new administrative systems, such as record management.
· Recorded office expenditures, managed budgets and paid invoices.

· Organized office layout and maintained supplies as well as equipment.

· Maintained the condition of the office and arranged necessary repairs.

· Provided business correspondence, scheduled calls and meetings as well as taking minutes.

· Created agendas, sent out reminders and drafted correspondences. 

· HR duties such as creating and maintaining personnel files; Implementing and promoting equality and diversity policy as well as promoting staff development; reviewing and updating health and safety policies; and responding to employee and tenant enquiries as well as concerns.
· Oversaw the recruitment of new staff/sometimes including training.
· General administrative support; open and distribute mail, handle outgoing mail; greet office visitors; coordinate staff meetings; keep contact list updated; provide a variety of information to others to assist workflow throughout the organization.

· Utilized a range of software, including, social media, outlook, excel, word, power point, email, spreadsheets and databases.
Proof Night Club

Customer Service/Promotions/Cashier/Server/Bartender

Denver, CO
October 2012 – Present

· Greet all guests that enter establishment.
· Provide excellent customer service to ensure repeat business.
· Utilize computer system to enter orders. 
· Run & balance cash register per shift.
· Created and implemented promotional plan. 

· Train new employees upon hiring.  
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Real Estate Personnel

Administrator/Leasing Consultant




Aurora, CO
October 2011 – October 2012

· Greeted & qualified prospective residents.

· Provided tours to prospective residents and presented features, amenities & benefits.

· Updated availability report and processed applications for approval. (Credit check, background check & rental history)
· Followed up with prospects regarding status.

· Closed sales and secured lease agreements.

· Entered/Input all necessary information into computer systems accurately and timely.

· Ensured that apartments were ready for residents to move in on agreed date.
· Responded to resident enquiries and complaints. 

· Generated work orders for maintenance crew and followed up upon completion.

· Gathered information regarding market competition & provided reports to manager as well as work team.

· Assisted manager with other various tasks as requested.  

Stevinson Lexus of Frederick

February 2011 – September 2011
Personal Assistant/Sales Administrator



Frederick, CO

· Assisted in day to day functions of both the new and used sales departments & in-turn my superiors were able to focus on the main functions of their positions. 

· Worked directly with the New and Used car Managers to inform them of any issues, concerns and/or to help implement new processes and procedures.

· Rendered decisions to maintain qualified employees.

· Tracked and recorded feedback scores (dealer, district and region) for dealership and reported to Management.

· Tracked daily progression of pre-owned vehicles, as well as the costs of reconditioning in order to project the future sale.

· Maintained excellent communication skills with all employees, customers as well as outside vendors.

· Researched and scheduled cost effective vendors to perform quality work in the reconditioning process. 

· Created and implemented new processes and procedures as needed to help the productivity and bottom line of business.

·  Managed all lot techs as well as overseeing that their responsibilities were completed.

·  The liaison between Management, the Customer, the Service department, Vendors and the Body Shop, for all Reconditioning processes.
· Provided communication and conflict resolution between all departments, as well as with customers.
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Kaplan University

February 2010 – Present

Student/Volunteer/Coach




Denver, CO

Murray Motor Imports (Mercedes/BMW)

February 2008 – February 2010
Personal Assistant/Sales Administrator




Denver, CO
.
· Assisted in day to day functions of the pre-owned dept & in-turn my superiors were able to focus on the main functions of their positions. 
· Worked directly with the General Sales Manager and General Manager to inform them of any issues, concerns and/or to help implement new processes and procedures.
· Rendered decisions to maintain qualified employees.

· Tracked and recorded feedback scores (dealer, district and region) for dealership and reported to Management.

· Maintained excellent communication skills with all employees, customers as well as outside vendors.

· Created and implemented new processes and procedures as needed to help the productivity and bottom line of business.
·  Managed all lot techs as well as overseeing that their responsibilities were completed.

·  The liaison between the Customer, Service department and the Body Shop, for all Reconditioning processes.
· Maintained communication daily with the “prep center” for reconditioning of vehicles.
· Provided communication and conflict resolution between all departments, as well as with customers.

Cheyenne Housing Authority 

June 2007 – February 2008

Intake Agent






Laramie, WY

· Greeted and assisted clients over the phone as well as face to face.

· Worked with clients to help obtain housing assistance.

· Able to give clear explanation of processes and procedures of Sec.8 housing 

as well as public housing.

· Updated and maintained client files.

· Performed initial and annual client property inspections.

· Portrayed ability to defuse and resolve issues with distressed clients.

·  Performed daily operations to keep office running.
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Kotby Motors 

April 2007 – February 2008

Asst. Service Manager





Laramie, WY

· Greeted and assisted guests over the phone as well as face to face.

· Maintained excellent communication with all employees, customers and outside vendors.

· Generated repair orders and order requests
· Scheduled service appointments and coordinated technician’s schedules.
· Maintained follow up with all service customers.
· Ordered parts for scheduled work.
· Assisted in daily operation; answering calls, filing, and data entry.

Woodmen Nissan


October 2006 – March 2007

Customer Relations Manager



Colorado Springs, CO

· Worked directly with the General Sales Manager and General Manager to inform them of any issues, concerns and/or to help implement new processes and procedures.

· Assessed all departments in productivity as well as moral and cost efficient improvements in order to better improve all areas of the work place. 

· Rendered decisions to maintain qualified employees.

· Tracked and recorded feedback scores (dealer, district and region) for dealership and reported to Management.

· Maintained excellent communication and rapport with management, all employees, customers and outside vendors.

· Provided and maintained customer follow-up.  

Sunrise Sunset

August 2006 - October 2006

Location Leader






Aurora, CO

· Provided before and after school care in the inner city Aurora Schools.

· Educated, Coached & Interacted with all kids as a group and on an individual basis.

· Developed and implemented encouraging and educational programs.

· Ability to understand and communicate with "challenging"/ at risk youth.
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Burt Ford

September 2005 - May 2006

Customer Relations Manager




Centennial, CO 

· Supervised receptionists and customer service reps. Evaluated job performance through quarterly reviews.

· Trained, scheduled and maintained coverage for reception and customer relations’ department.

· Oversaw sales certification processes, as well as trained all sales on Customer Delivery & Follow up.

· Tacked and recorded feedback scores for both dealership locations & reported to upper management.

· Rendered decisions to maintain qualified employees.

· Maintained excellent communication and rapport with management, all employees as well as outside customer & vendors
Kuni Lexus 

 June 2003 – November 2005

Sales Administrator





Littleton, CO

· Immediate assistant to General Sales Manager and Used Car Manager. 

· Assisted in day to day operations in all departments of the dealership 

· Completed comprehensive weekly, monthly and quarterly reports 

· Tracked and reported individual sales for monthly bonus programs 

· Performed monthly silent auctions with outside dealers & vendors. 

· Ability to maintain strong customer service with internal and external customers 

· Registered all sold vehicles with Lexus and pre-ordered specific vehicle requests 

· Employee of the year - 2005. 

Education:

Kaplan University

AA in Business Administration & BA in Human Services (In Progress)


Rockhurst University

Certificate of Continuing Education for Management & Leadership Skills
Parks College


Business Administration

University Of Phoenix

Criminal Justice
Arapahoe Community College
Law Enforcement
PSI Seminars 
This is an educational / personal growth company that provides strategies for life success where I was a personal coach & volunteered my time as well as attending many of the courses.[image: image1.png]



