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EMAIL ADDRESS HERE LINKEDINCOM PROFILE
HIGHLIGHTS OF QUALIFICATIONS

‘Over 20 years combined experience in office and store maragement, nonprofit and corporate environments

focsed on achieving and exceeding goals and expectations, and maintaning strong teationships

Experience inP & L, daly sccounting, budgeting, forecasting, and payrallfunctions with a successful history of

meeting and beating established budgets snd goss through strong Fiscal esopnsiniley

Designated point of contact for localand national vendors, patent and corporate attorneys,financial nstitutions,

employees, and mansgement. Other s to highlight—teamin, esdership technical

PROJECT MANAGEMENT
Contralized and admiristered confdential corporate legal and nvestor documentation

Developed and implemented sdministrative policies sn procecures for office staf co-workers, and serior
management to ensure a effcent, efective, and productive afice

‘Oversaw and performed offce management elsted to answering phones and hancling customer cancerns
Handled shipping and receiving, vendor management and folow up through systematic communication
Developed, executed, and communicated employment poiicies and procecures to ensure legsl and ethical
complisnce, employee satisfaction and mansgement complance

LEADERSHIP/MANAGEMENT
Recruited, interviewed, and asisted in th selection of professionals essential to company success by working
with national recruiting companies and management t0 develop job descriptions and citesia

Responsibl fororgarization and maintenance of employee files to ensure legal compliance, confidentialy, and
efficient processing o past, current and uture mployers

Supervised groun of five emplayees who performed alarmingdispatching, inventory control,budget analyss,
process development and offce administration duties for lacal cable systam

Performed annual review and slection of employee heath, dentaland disabilty insurance; completed and
conducted employee reviews quarterly and annually for 5 15 amployens

‘OPERATIONS & BUDGET
Supervised team respansible for cable system bulding monitoring by responcin to system alazms.

Estabished and mansged lawn care/snow removal cleaning/security contracts for office/system buldings
Responsibl fo receiving reviewing, 0gging i, agiing. and storage of merchandise and equioment
Responsibl fo the repait or eturn and refund of damaged or incorrect merchandise and equipment by leading
appropriate vendors and representatives thiough established pracedures

Aided in development and population of web-base database to track inventory in two lacations

EMPLOYMENT
Employer Here, City, ST L Tite DATE
Employer Here, City, ST L Tite DATE
Emplayer Here, City, ST o Tite DATE
EDUCATION

‘The Lniversity of lowa. lowa City. 14

Master of Business Administration DATE
Lndecgraduate Instiuion Here. City ST

Bachelor o Arts: Psychology DaTE

ADDITIONAL INFORMATION
List technical, language proficiencies, leadership, personal achievement, technical,or other specific skills here





