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SKILLS
	A Senior Level Administrative Assistant with over 20 years of experience in a Administrative/Customer Service role
· Ability to meet tight deadlines in a fast-paced work environment
· Proficiency with Microsoft Office, Oracle, JDE and OnBase systems
	· Strong oral communication and interpersonal skills, contributing team player
· Organization, troubleshooting and time management skills
· Committed to providing superior customer-service to clients/customers
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WORK HISTORY
APRIL 2022-APRIL 2023 
Purchasing Administrator | Miller Paving Limited | Markham, ON
· Create requisitions
· Receive and upload incoming invoice into JDE and OnBase
· Review invoices statuses, confirm of receipt of supplies, goods, products and services
· Follow up with suppliers, for corrections and errors on invoices
· Updated vehicle recalls on spreadsheet
· Submit new vendor information as requested on OnBase
· Coordinated paperwork, updated spreadsheets and maintained permanent records.
· Provide administrative and clerical support to the department
NOVEMBER 2019-MARCH 2022 
Corporate Receptionist | Miller Paving Limited | Markham
· Greeted incoming visitors and customers professionally and provided friendly, knowledgeable assistance.
· Confirmed appointments, communicated with clients and updated client records.
· Answered central telephone system and directed calls accordingly.
· Kept reception area clean and neat to give visitors positive first impression.
· Managed and organize boardroom bookings
· Performed a variety of administrative duties, such as photocopying, faxing, scanning and ordering supplies.
· Sorted and distributed office mail, sent out Purolator packages daily
JANUARY 2014-OCTOBER 2019 
Administrative Assistant/Receptionist | Van Horne Plumbing & Heating | Markham, ON
· Answered multi-line phone system, routing calls, delivering messages to staff and greeting visitors.
· Scheduled and confirmed appointments for estimates and jobs
· Sorted and distributed office mail and recorded incoming shipments for corporate records.
· Monitored supplies and replenished stock as necessary
JANUARY 2012-DECEMBER 2014 
Administrative Assistant | KWA Partners Optimum Talent | Markham
· Answered multi-line phone system, direct phone inquiries to the appropriate consultant.
· Manage Outlook calendar for regional manager and consultants
· Scheduled office meetings and client appointments for regional manager and consultants.
· Sorted incoming mail, faxes. and deliveries, prepared and send outgoing faxes. mail and packages
· Provided administrative support to regional manage and consultants
JANUARY 2012-AUGUST 2013 
Cash-Up Team Member | Whole Foods Market Inc | Markham
· Prepares daily deposit of all monies for armored transport pick up.
· Performs all functions related to daily sales reconciliation and trouble-shooting
· Ensured balancing of all reports including insufficient funds and sales
· Verified cashiers daily work and consolidation of all cashiers work into a daily deposit
· Complied with procedures, including, health an sanitation and adhered to safe work practices
JANUARY 2008-OCTOBER 2011 
Administrative Assistant/HR Administrator | Hudson's Bay Company, HBC | Markham, ON
· Managed Human Resources staff - scheduling, assigning and directing work, conducted interviews, hiring and providing orientation to new associates and conducting training
· Advised management and supervisors of HR issues explaining procedures/policies and investigated HR related problems and made recommendations to managers
· Entered data into HR system for maintaining accurate records
Sales Manager
2006-2007
· Developed short/long term business plans that addressed opportunities that could positively impact the business
· Lead and develop a team of 25 sales associates
· Demonstrated customer focus
· Setup fashion shows and gala events and executed company strategies in store marketing
Office Manager
2003-2005
· Organized and coordinated office operations and procedures to ensure effectiveness and efficiency
· Inputted employee schedules, requests and store budget on Staff Works System
· Identified, investigated and analyzed complex customer issues and concerns to ensure appropriate resolution
· Calculated and issued of petty cash vouchers and processed expense claim reports for all management
· Communicated with security and dispatch to appropriate location
Service Manager
2000-2002
· Identified opportunities and implemented action plans to continuously improve the customer experience
· Lead and developed a team of 25 sales associates
· Maintained customer service standards and determined customer needs
· Maintained productivity standard by achieving set goals and objectives
· Kept working knowledge of products, services, programs, policies and procedures current
· Participated in team meetings, workshops and individual coaching sessions


EDUCATION
MAY 1988 
High School Diploma 
Sir John A. Macdonald Collegiate Institute, Toronto, ON



