
	RAYMOND GUTTENDORF

	CAREER & LEADERSHIP EXPERIENCE

2021-Current Triangle Building & Housing Corp
Director Of Business Operations
· Effectively presenting and conveying financial information to stakeholders.
· Responsible for daily AR/AP for all properties.
· Managed and built multi-year budgets.

2019 – 2021 
SIGMA TAU GAMMA FRATERNITY 
Finance Administration Coordinator 
· High-impact communicator effectively presenting and conveying information with students, team members, and board members. 
· Responsible for daily HR/Administrative support to Executive Director
· Managed the company’s payroll processing.

2018
BCFORWARD
HR Specialist & Onboarding Coordinator 
· Manages communication with potential candidates including inbound and outbound inquiries. 
· Ensures applicants are processed and delivered in a timely manner.
· Provides supportive services to new applicants during the hiring process.

2017 – 2018
DUCHARME, MCMILLEN & ASSOCIATES
Tax Research Analyst 
· Updated and maintained client tax information and database.
· Created client profiles in software systems for tax returns.
· Processed client data feeds into tax software program.
· Troubleshooted and resolved tax integration issues and questions.

2016 – 2018
BROTHER’S – DOWNTOWN INDIANAPOLIS 
Floor Staff
· Provided training to new employees.
· Ensured timely delivery of bar food and beverages.
· Practiced great customer services to maximize repeat business. 

2016
ERIC HOLCOMB FOR INDIANA
Regional Field Manager
· Managed a field office and maintained an effective stewardship of field program resources.
· Recruited, trained, and retained volunteers committed to the field program.
· Reached aggressive daily voter contact goals through phones and in person contact.

2015 – 2016
ILLINOIS HOUSE OF REPRESENTATIVES
Legislative Aide, Representative Tom Bennett
· Managed district calendar.
· Traveled to county and village meetings.
· Handled constituent issues with various agencies.

2014 
ALPHA PHI OMEGA NATIONAL SERVICE FRATERNITY
Hospitality & Family Services Coordinator, National Convention Steering Committee 
· Planned a convention for 2,180 people with a budget of $500,000.
· Coordinated deals for convention goers with local businesses.
· Supported families with children with fun day & evening activities.


2013 – 2015 
GIRLS ON THE RUN INTERNATIONAL
Stride Coach
· Coached youth  ages 7-12 on fitness, nutrition, teamwork & sportsmanship.
· Taught & helped youth manage running goals, such as lap completion times, & pace development. 
 
2013
NEW STUDENT PROGRAMS, EASTERN ILLINOIS UNIVERSITY
Prowl Leader
· Ran campus tours & community service projects during orientation.
· Led groups of 25-30 students during their orientations.

2011 – 2012 
BOARD OF TRUSTEES, PARKLAND COLLEGE
Student Representative
· Lobbied in Washington DC for community college funding
· Worked with faculty, staff, and students to develop new curriculum.
· Helped to develop a five year plan and garner funding to build new buildings.

2010 – 2011
WGFA
On-Air Talent
· Recorded 15 and 30 second commercials per week about for various clients.
· Learned fundamentals of radio sales & advertising.
[bookmark: _gjdgxs]
	             815-326-5911
rtguttendorf@gmail.com 

EDUCATION & DEVELOPMENT

EASTERN ILLINOIS UNIVERSITY 
Charleston, IL
Bachelor of Arts in Communication Studies concentrating in Public Relations & Health Communications
2012 - 2014 

PARKLAND COLLEGE Champaign, IL
Associate in Arts
2010 - 2012

TECHNICAL SKILLS

Wordpress
Adobe Suite
Audio Board
Bill Drafting
Campaign logistics

AFFILIATIONS 

Public Relations Society
Watseka Kiwanis
Alpha Phi Omega      National Service Fraternity
Sigma Alpha Epsilon
Girls on the Run

	
	

































