Kim C. White 
553 Peregrine Circle 
Cell Phone – 970.227.0388

Longmont, CO 80504 
kim_white551@yahoo.com 
Retail Office Management Professional

Successful Office Management professional with a focus on Administrative responsibilities and achievements in fast paced, successful retail environments. 

Experience
LUCKY’S MARKET – Boulder, CO                                             (April 2013 - July 2013)

Office Manager - 

· Hired to set up Office Manager position in the original store and all future stores, to include training employee for the Office Manager position

· Processed timecards for payroll at store level with the Cbiz payroll system on the beginning and later the ADP data system on a biweekly basis
· Effectively administered enrollment of all new employees, terminations and update of personnel files including benefit enrollments  

· Entered Daily Sales 

· Utilized QuickBooks Accounting Software to invoice all vendors, track expenses, processed General Ledgers and bill paying on a weekly basis
RK MECHANICAL, INC.  -  Denver, CO                                  (Feb 2013 - March 2013)

Payroll Administrator - Temporary Position

· Assisted with weekly data input for over 750 employees including certified hours and jobs. 
· Processed manual checks 
· Process Vacation Requests as required          

SUNFLOWER FARMERS MARKET – Boulder, CO


        (2004 - 2012)

Started as a Scan Coordinator and progressed rapidly within the company to Events Manager, Office Manager and Payroll and Benefits Administrator.

Payroll & Benefits Administrator -                                                 (Jan 2011 – Sept 2012)

· Compile and Process Payroll Data for over 1000 employees in 19 stores in a 4 state region

· Assist new employees on Benefits Enrollment including life, health, dental and disability insurance 

· Process manual checks as required – bonuses, profit sharing, PTO, etc

· Process and review Background Checks for all new employees in my region

· Review and Update Wage Changes

· Process Vacation Requests and Pension Plans as required

Office Manager -                                                                                        (Jan 2008- Dec 2010)

· Office Management leadership and responsibility for 2 different stores in the Colorado Market

· Prepare Daily Sales Reports for accurate reporting to corporate finance team 

· Utilized Great Plains Accounting Software to invoice all vendors, track expenses and reconcile to company General Ledger, some QuickBooks experience in 2008.

· Manually compiled Labor and Inventory Reports on a daily basis

· Effectively administered enrollment of all new employees, terminations and update of personnel files 

· Office Management responsibility for 2 Grand Openings for Sunflower

Scan Coordinator & Marketing/Events Coordinator -                       (Aug 2004- Dec 2008)

· Set up and administered product database for 10,000 + products for New Store Opening

· Total management of pricing process including price changes, size changes, new product add-ons, and vendor information

· Used Adobe Illustrator to design, create and brand store signage

· Worked closely with community contacts to promote Sunflower Markets through charitable donations and in-store events

· Implemented the Scrip Program for my assigned stores to support a discount program for schools, churches and charitable organizations

· Plan, organize and execute store events

· Managed store budget for local donations to charities 

· Merchandised for Holiday and Seasonal events 

TODDY’S SUPERMARKET – Ft. Collins, CO


            

(1996 -2004)

Scanning Coordinator 



(2002-2004)

Front End Supervisor







(2001-2002)

Dairy/Frozen Food Manager






(2001-2001)

Cashier/Booth Clerk/Front End Manager




(2000-2001)

Technical Proficiencies

· Great Plains – Accounting Software
· Microsoft Office Suite – Excel, Word, Outlook
· Paychex Payroll Software
· HRO – Human Resources Online People Management Software
· Swipeclock – Time Management Software
Employment References:

Jason Vincent – Store Director – 720-982-9171

Nick Gulizia – 303-284-4944

Kristin Froehlich – Accounting Manager – 303-908-4095

Melissa Richter – Payroll Admin. – 303-827-8018

Scott Parks – Store Director – 303-522-5981

Nancy Carlson – Office Manager/Bookkeeper – 970-691-3280


