Tawny Peyton
22362 Schultz Lane Berthoud, CO 80513 ( (970) 290-3121 ( tawnypeyton@aol.com
Experience

Executive Director 01/2012 – Present

Rocky Mountain Home Association and Utah Housing Alliance

· Maintain administrative tasks and general communications 

· Coordinate and prepare all special meetings and events

· Maintain and process all AR/AP

· Coordinate and assist Association Lobbyist’s and Attorney’s with Legislative/Regulatory Issues

· Represent and promote Association(s) and industry at various industry specific trainings, meetings, trade shows and special events which include specific legislative interests and Division of Housing training seminars.

· Provides input to State Agencies for adoption of building codes and Installation Program requirements

· Provide industry and service/supplier information to the general public/consumers

· Monitor and promote membership.

· Create and distribute bi-monthly newsletter.

· Monitor website performance, update data and communicate changes to website designer.

Interim Executive Director 11/2011 – 01/2012

Rocky Mountain Home Association and Utah Housing Alliance

Account Executive 03/2010 – 06/2011
FiberSeal of the Front Range

Executive Assistant 06/2007 – 06/2010
Rocky Mountain Home Association

· General Administrative tasks including but not limited to; accounts payable, accounts receivable, online credit card review, deliver bank deposits, database upkeep, creation of Board of Director monthly and annual meeting packets, creation of new member packets, filing, general office organization and monitor and replenish office supply inventory.

· Manage and track all arrangements for annual conference, annual golf tournament, annual board retreat and various other meetings/events.

· Monitor and promote membership.

· Responsible for creation and distribution of bi-monthly newsletter.

· Monitor company website performance, update member data and communicate changes to website designer.

· Promote Association at various networking events which include Colorado Society of Association Executives Education Committee and the Colorado Association of Hispanic Real Estate Professionals.

· Provide the Board of Directors with a monthly Staff Report to review the previous 30 day accomplishments and status updates.
· Assist with special projects which include industry specific legislative interests, Colorado Division of Housing training seminars.

· Attend monthly Board of Director Meetings and create minutes.


