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WORK EXPERIENCE
Office Administrator-Done Right Roofing & Sheet Metal -Campbellville, ON
March 2017 to Present
Maintaining and creating a database for inventory tracking, book-in sheets & commissions for the sales team.  Answering telephone inquiries and email inquiries for estimates and service calls. Coordination of advertising schedules for billboards, print, and internet. Updating files for sales & service team using Google drive.              Updating WSIB E-Clearance certificates.  Sourcing and pricing of materials.  Accounts receivables & payables, invoicing & collections.

Office Coordinator- Belmar Roofing Inc. - Cambridge, ON
February 2013 to December 2016
Health and safety coordinator. Preparation of financial forecasts, budget and cost analysis of all vendor-supplied product. Coordination/hiring/training for both outside labour and inside support workers. Responsible for securing financing for clients in need. Creation and management of internal office policies, HR, and WSIB. Purchasing of materials to be delivered to job sites on scheduled dates. Interaction with vendors to secure the lowest price. Inventory control. Oversee day to day process from estimate to collection of past due accounts. Sales support via telemarketing and follow up with the sales team. I was responsible for the marketing campaign that included advertising on city buses, billboards, radio & Television ads, as well as script writing for our commercial spots. 
Customer service priority in all functions. Developed expert knowledge relating to all products used in the exterior design of residential and commercial buildings. Reporting directly to the president.

Project Coordinator-Sears Canada -Cambridge, ON
September 2011 to February 2013
Coordination of all in-house projects for installation services. Liaison inter dept to ensure all aspects of each job were completed with customer service excellence. Electrical safety permits and Ontario power authority compliance. Knowledge of HVAC and exterior construction products. Sales support to upgrade and cross-sell projects for the highest return to the company. Customer service to include collections, complaints communication and follow up. Data entry for basic order entry system. Management of payables to contract team.

Customer Service Representative -Sherway Group -Brampton, ON
August 2010 to February 2011
Customer service for logistics and warehousing. Received orders daily from suppliers to arrange shipment to store locations. Maintain pre-defined standards in the delivery and invoicing process. Assist production by creating and closing work orders for certain special product groups that are time sensitive. Prepare and review logistics and customs paperwork

Owner/General Manager-Ayr Village Pizza -Ayr, ON
October 1998 to July 2010
Successfully owned and operated an 800 sq.ft retail location in the village of Ayr. Provided a premium product with excellence in customer service elevating my location from $72,000 to $225,000 in a 16 month period. Management of all day to day operations to include purchasing, payroll, hiring, training, scheduling, and negotiations. Oversee and assist food preparation to maintain quality standards. Advertising and local public relations work on a weekly basis.

Customer Service Associate-LCBO - Cambridge, ON
December 1992 to May 2001
Physical tasks included repetitive moving and lifting of bottles varying in weight, unloading the truck and lifting cases weighing up to 60/lbs.   Helped customers to choose appropriate wines and spirits for food matching and entertaining.   Served customers promptly with a professional and courteous attitude.   Responsibilities included placing special orders for customers, opening/closing of the store, ordering stock, inventory control, daily safe deposits, special order permits and levies.   Product knowledge courses I, II & III with honours.

Customer Service-CIBC - Ayr, ON
2000 to 2001
On-site customer service all of CIBC clients' everyday banking needs. Maintain a high level of professionalism and accuracy in all functions Process transactions with efficiency and acumen. Established a sound base of products and services knowledge in order to assist customer inquiries. Adapted CIBC culture in all communications and customer dealing. Successfully completed a one-year maternity leave contract.
SKILLS
Microsoft Office (10+ years), Quickbooks (6 years), Cash Handling (10+ years), Banking (10+ years), Customer Service (10+ years), Staff Management (10+ years), Retail (10+ years), Payroll (2 years), Accounts Payable (4 years), Accounts Receivable (4 years), Purchasing (4 years)
CERTIFICATIONS/LICENSES
Joint Health and Safety Certified  Training in:
Health and safety law, Hazard identification and control 
Investigation techniques, Prevention resources, Conduct a workplace hazard assessment. 
Determine significant hazards. Determine training needs. 
Hazard assessment training, Parts I & II completed
Supervisor Health and Safety Awareness
February 2015 to Present
Successfully completed MOL training program for Supervisor
Business Administration
December 2016 to Present -  Business and Enterprise Skills
Highly efficient, hands-on manager with excellent organizational skills. A problem solver. Excellent team leader. Dedicated, driven, seasoned professional. Knowledgeable in the construction industry, food services, and customer service. Superior inside sales and project management capabilities. Proficient in all Microsoft Office programs,  CRM and interface solutions.
