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Audrey L. Thornburg





  7991 Chase Circle, #36, Arvada, CO  80003
email – athornburg1961@gmail.com
Phone – (303) 428-4720


Computer Applications:







Verbal and Communication Skills:
PeopleSoft, Access, Word, Excel, PowerPoint, Concur, Visio, 



Customer Service, Typing, Filing,

Seagate Crystal Reports, Word Processing, Outlook, Paradox,



Processing Mail, Heavy Phones

WordPerfect, Publisher, CUM@rketPlace, Adobe Acrobat
Office Management:







Inventory:
Database Creation/Management, Travel Arrangements,
Control, Management

Expense Reports, Ordering Building/Office Supplies, 
Reimbursement Processing (approximately 45 employees), Badging 
Meeting/Conference Scheduling, Credentialing, Background Checks
Light Accounting:












Purchasing Agent – department contact for Faculty, Fellows and Residents (approximately 45 employees)
Payroll, Statements, Financials, Cash Handling, Cash Statements, Journal Entries, 10 Key

UNIVERSITY PHYSICIANS, INCORPORATED, Aurora, Colorado (July 2005 to March 2012)

Physical Medicine and Rehabilitation, Department Coordinator
· Database management – used Access to create/maintain, and edit several Department databases, including entering new hire (faculty and staff) salaries, education, run/create queries and reports, also Grants database, audited data for accuracy, revise as needed
· Payroll Liaison – responsible for processing payroll bi-weekly and monthly for PM&R Faculty and staff, collected and entered into PeopleSoft, audited, ran reports monthly or as requested
· Payment Processing – Travel and Payment Reimbursements using PeopleSoft and Concur – had to follow Colorado state rules for reimbursements and payment processing and had to be knowledgeable of all changes to regulations; also complete UPI reimbursements; made sure SPOs and DPOs were submitted timely and accurately using PeopleSoft and Concur
· New Hire Processing – used PeopleSoft to enter employee information – salary, personal information, etc.
· Medical/Legal – department liaison between law firms and Faculty, scheduled appointments, made sure payments were received timely and distributed to Faculty correctly, used Excel to audited monthly
· Annual Review Process – entered salary increases annually/as needed into PeopleSoft, made sure they were correctly entered into the system, ran reports and audited for accuracy, edited as needed
· Travel Arrangements – arranged all conference travel for Faculty, Fellows and Residents, used Excel to make sure each had funds in their accounts before starting process, entered information to keep spreadsheet accurate
· Purchasing Agent – primary contact in Department for purchasing, ordered Office Supplies using CU M@rketPlace, also ordered books for residents/faculty, etc.
· Credentialing – processed Faculty initial and re-credentialing packets for up to 5 locations, 39 Regular Faculty members, tracked and made sure process was completed for on-boarding process

· Faculty Affairs Paperwork – used Word to process letter-of-offer and non-compete agreements, used Excel to process faculty recommendation forms – total of 71 Regular Faculty and 40 Clinical Faculty members. 
 CHILDREN’S HOSPITAL COLORADO, Aurora, Colorado (June 1995 to July 2005)

Medical Education (8/2004 to 7/2005), Medical Student Coordinator/Program Assistant 

Finance (2001 to 2004), Financial Analyst/Accountant I – Admin Assistant to Controller and Director of Finance
Human Resources (1998 to 2001), Department Database Coordinator/Administrative Assistant to the Manager of Human Resources

Accounting (1997 to 1998), Administrative Assistant 

Facilities Management Group (1995 to 1997), Receptionist, Staff Assistant and Parking Coordinator

· Database management – used Access, maintained, entered student and preceptor information, updated, ran/created queries and ran/created reports, entered extern information, etc., Track employee training using Access; established database and tracked training for 2200 employees

· Coordinator/Manager Training and Wellness classes; scheduled meeting rooms, speakers, registered employees if needed, etc.

· Coordination and design of Intranet training class website; CHC is currently using this calendar for entire hospital training registration and tracking using SQL
· Downloading and analysis of various reports including FTE and term counts in Access and Crystal Reports
· New hire paper work, badging; trouble shooting of computer and database if any problems arose

· Recruitment – posted and closed out all department positions, processed applications

· Process payroll; reviewed timecards, entered time, audited using HBOC
· Facilities Management; coordination of two location moves for several departments
· Gathered, compiled and reported Resident/Fellow FTE count using Access and Excel for Medicare Cost Report (IRIS), assisted Auditors annually, various other projects
· Assigned parking to employees, entered information into system, ran reports, audited parking system, sent out statements and collected quarterly payments
· Assist with budget process for Hospital


CHILDREN’S HOSPITAL COLORADO, Aurora, Colorado (continued)

* Entered and tracked work orders, helped with trouble shooting of computer program Compiled financial statements for all four hospital entities

* Compiled 6 investment accounts and spread sheets using Excel
* Managed internal office

* Monthly distribution – reports, other mass mailings
* Special events planning – debrief dinner; select a residency night, etc.

* Schedule speakers and room for core lecture
· MS III – update student manual, conduct orientation, create rotation schedule for 18 students at several locations every 6 weeks, arrange sites and preceptors for students to rotate to, make sure required paperwork is submitted

· MS IV – conduct orientation, track paperwork

· Proctor MS III final exam and Standardized Patient, schedule rooms for exam and S/P

· Grade sheets for students – made sure all required paperwork is submitted, compile grades and submit

* Process student paperwork – issued PeopleSoft number, computer access user agreement, badge request, parking, etc.
* Student schedules – download from Student Information System (SIS) annually, check for add/drops monthly
* Temporary help liaison for the hospital and temp agencies

* Tracking project accounts and work order status

* Tracking of information for reports

* Word processing

* Journal entries

* Safety specialist/Building specialist

* Scheduling meetings and appointments

* Ordered office and building supplies

* Dispatched calls

* Distributed mail for accounts payable, and accounting

BUSINESS INTERIORS, Denver, Colorado



Receptionist (March 1992 to June 1995)

* Answered 12 line/35 extension phone system

* Word processing

* Warehouse time cards

* Logged in checks for A/P check-log, monthly

* Deleted canceled checks from computer system

* Distributed mail

* Tracked showroom inventory

* Customer service

* Greeted clients

* Assigned floor duty to sales representatives

* Checked factory acknowledgments

E. I. DU PONT DE NEMOURS AND COMPANY, Ontario, California

Administrative Assistant/Receptionist (1991)

* Answered multi-line phone system

* Organized office layout 

* Made class workbooks for classes held at site; add, edit and bound books

* Processed incoming and outgoing mail; daily and weekly

* Word processing

* Made travel arrangements; hotel and airline reservations

* Customer service

* Managed internal office

* Safety Specialist

CERTIFICATES RECEIVED

CHILDREN’S HOSPITAL COLORADO, Aurora, Colorado

Microsoft Word, Excel, Access, Access Database Design, Communicating in Style, Team Building, and Asbestos Awareness

REFERENCES UPON REQUEST

