

JOANNE TRUE
19389 E. 41st Place, Denver, CO  80249
Phone: (720) 989-5007
jmtrue2008@aol.com

SUMMARY OF QUALIFICATIONS
Proven track record in price negotiation, accounts payable and receivable and multi-state payroll/payroll tax.
Oversee office operations to ensure efficient flow of work and activities, including inventory and ordering of office supplies and cleanliness/functionality of office facilities.
Works well independently and with minimal supervision.

SKILLS
Experienced in the use of accounting systems such as AS400, Buildsoft and QuickBooks.
Excellent organizational and customer service skills
Have developed and maintained administrative and procedural processes that reduce redundancy, improve accuracy and efficiency, and achieve organizational objectives

PROFESSIONAL EXPERIENCE
NICHOLAS CUSTOM HOMES, INC   MAY 2004 TO AUGUST 2009; MAY 2012 TO MARCH 2013 
      Office Manager
Create and maintain office procedures and systems to manage day-to-day operation of one-person office for a custom home builder/remodeling company
Received and entered monthly subcontractor invoices
Prepared monthly job draws for payment from banks/clients.  Entered A/R as payments received
	Received, entered and paid monthly A/P overhead invoices
Worked with vendors to negotiate prices, insure completion of work, and issue payment.  Collected and forwarded job proposals
Worked with clients regarding issues, concerns, and changes to their new home or remodeling plans.

CLIENT PREFERENCE  AUGUST 2010 TO APRIL 2012
     Portfolio Manager
	Manage 6 Homeowner Associations from Large condominium to high-rise condominiums
	Help create annual budgets
	Negotiate pricing for required repairs needed

MASTER HOA FOR GREEN VALLEY RANCH APRIL 2009 TO MARCH 2010
      Association Manager
	Supervised a staff of 3 full time and 1 part time employees.
	Approved monthly expenditures 
	Negotiated contracts 
	
DENNY CONSTRUCTION    JULY 2002 TO MARCH 2004
     Administrative Assistant
Answer all phones 
Processed monthly A/P for overhead and job invoices
Performed secretarial duties as required 
Compiled proposals for bidding jobs.  
Developed and submitted qualifying bid packets

EDUCATION
    Barnes Business College - Accounting Certificate of completion  
    
COMMUNITY AND NEIGHBORHOOD
	GVR Metropolitan District board member 
	Green Valley Ranch HOA board member and district delegate 
	Ran for Denver City Council in 2003
	Judge High School Speech and Debate tournaments
	Real Estate license
	CMCA Certification


