CHRISTINE WISEHART
1997 E. 102nd Circle
Thornton, CO  80229
720-206-8327
Neens1997@aol.com
PROFILE
Motivated, intelligent, and reliable professional with expertise in office administration, human resources, management and customer service.  Outstanding organizational and communication skills have resulted in the successful management of multiple critical responsibilities in high-pressure situations.
PROFESSIONAL EXPERIENCE
New Direction IRA								January 2010-October 2013
Accounting Assistant
· Performed Accounts Payable duties for clients’ income properties
· Researched incoming client checks
· Correctly credited proper account with the correct description code 
· Input checks utilizing TNET accounting software
· Reconciled checks to TNET
· Posted checks into the client accounts
· Contacted clients for additional information if necessary
· Averaged 150-200 checks daily
· Prepared applicable paperwork to initiate transfers to/from other financial institutions
· Made copies of all documentation for our records
· Conducted follow-up with institutions to ensure proper transfer of fund, as necessary
 Total Longterm Care							August 2006-June 2009
Administrative Assistant
· [bookmark: _GoBack]Performed administrative functions for several executives including; maintenance of executive calendars, scheduling of meetings, travel arrangements, and filing  
· Assisted human resources with various tasks including; filing, maintenance of personnel files, and audits
 Adams Community Corrections Program, Inc.				May 1997 – August 2006
Executive Administrative Assistant/Business Manager
· Responsible for preparation of monthly reports, budgets, and research projects  
· Preparation of weekly client statistical data reports which included receipt, distribution, position of clients’ personal funds
· Preparation of monthly state invoicing
· Assisted with quarterly and annual audits
· Managed a staff of four  
· Responsible for various human resource functions, including preparation of bi-weekly payroll, maintenance of personnel files, and new employee orientations
COMPUTER SKILLS
Proficient in MS Word, Excel, Outlook, and TNet software.
