Angela Clarino
Milton, Ontario
416-877-4528
angela.clarino@gmail.com
														

Highlights of Skills and Experience

· 25 years’ experience in administration and customer service
· Very strong computer skills, including Microsoft Office, Internet Explorer, Chrome, Quickbooks and Outlook
· Able to type 50 plus wpm
· Superior customer service especially when dealing with irate customers
· Solid time management skills: ability to multi-task, prioritize tasks and deliver results
· Excellent organizational, interpersonal, and problem-solving skills
· An enthusiastic team player who is conscientious and dependable
· Superb communication skills, verbal and written
· Strongly detail-orientated and able to work in a fast-paced environment
· Well versed with over 20 years’ experience in planning and executing varied events such as corporate events, weddings, cocktail parties, road/trade shows, special events, galas, meetings, and luncheons
· Special ability to build and carry out themed events
· Supervised all aspects of events: Selecting site, negotiating terms of event, deciding on speakers, refreshments and making all special arrangements that are required
· Experience in arranging all details of events: Hotel room reservations, mailing of invitations and tickets, menu selection, entertainment, audio-visual equipment local press notification and security arrangements
· Experience and knowledge of purchasing flowers, creating, and designing 
· Excellent design displays by selecting flowers, containers, and ribbons and arranging them into bouquets, corsages, centrepieces of tables and wreaths

Work Experience

Warranty Coordinator, Mattamy Homes										
August 2020 - Present
· Responsible for coordinating and scheduling all homeowner Warranty visits (30 days, year ends etc.) 200+ homes
· Coordinate with sub-trades to ensure the completion of repairs within the community and receive completion sign offs
· Respond to homeowner inquiries in a timely manner, assist with emergencies and the completion of all outstanding work
· Understand the Construction Performance Guidelines, Building Code and Tarion
· Maintain communication with homeowner’s regarding home maintenance and information in relation to their warranty coverage
· Prepare and maintain logs for purchase orders and back charge notices 
· Build rapport with homeowners to understand their needs, set expectations and ensure homeowner satisfaction
· Responsible for the scheduling and coordination of all sub-trades and technicians
· Work with REMs, JDE software and Build Pro
· Coordinate service orders with trades and ensure sign offs are received from trade partners and homeowners. Follow up on work orders to trades 
· Assist Warranty Management with written correspondence to homeowners
· General clerical support including answering phones, replying to emails, ordering, and receiving building material/supplies, data entry, photocopying, faxing, and filing.

Coordinator for Trade Shows and Events, Canadian Franchise Association			
January 2016 – February 2017
· Reporting to the Show Manager for all trade shows and events
· Travelling for trade shows (Montreal, Calgary, Ottawa, and Vancouver)
· Creating exhibitor manuals catered to each trade show
· Keeping track and updating budgets
· Answering exhibitor inquires in person, via email and over the phone
· Sending out email broadcasts with information pertaining to the trade shows
· Booking staff travel 
· Liaise with the communications department on the graphic design of the Exhibitors Manual, online Show information and event web pages, dates, exhibitor manual and general information is posted
· Updating and creating weekly Roll-up Reports
· Work with the Official Show Contractor and Venue to create and update Floor plans as needed
· Confirm (and negotiate if required) on-site suppliers and orders required for event including, show decorator, audio visual, security, insurance coverage, shipper, custom broker, Food, and beverage orders, etc.
· Liaise with Show Decorator and other suppliers on updates to show floor plan and requirements by CFA 
· Research and negotiate contracts and agreements for event venues, accommodations, and service contractors
· Working with Manager, Events, provide to Communications Department an Event Creative Brief for each event for marketing purposes, which may include copy writing session descriptions, speaker profiles, creating event web pages and e-communications
· Working with Manager, Events, provide content for on-site signage, printed materials, attendee surveys to graphic design department  

Office Administrator & Accounting Clerk (part time/occasional), VDA Mechanical		
August 2015 – January 2021
· Preparing invoices in Quick books		
· Processing payments in Quick books
· Banking (deposits and paying bills)
· Filing and data entry
· Accounts payable and receivables

Show Coordinator, Canadian Gift Association								    
November 2012 – April 2015
· Reporting to the Alberta Gift Fair show manager and the VP for the regional shows
· Processing payments from new and existing exhibitors with POS (point of sale) machine
· Preparing contracts for new and existing exhibitors
· Answering exhibitor inquires on the telephone and on show site
· Sending out email and fax broadcasts
· Entering exhibitor information into Q system
· Working in Expocad booth drawing program to create new booths for show floor plan or rent out existing space
· Travelling to Edmonton, Alberta twice a year for 2 weeks at a time for the Alberta Gift Fair
· Managing the show office onsite in Edmonton
· Working as office receptionist for coverage (answering phones using a switchboard, screening calls, taking messages)







Sales and Events Coordinator (part time/evenings and weekends), Fuzion Banquet	
March 2014 – September 2017
· Scheduling appointments
· Providing tours and quotes to potential clients
· Inside and outside sales
· Closing sales and booking events
· Planning/coordinating events
· Preparing and setting up events
· Working as office receptionist for coverage (answering phones using a switchboard, screening calls, taking messages)

Owner/Operator and Lead Wedding/Event Planner and Designer, Weddings and Events By Angela	
September 2012 – Present 
· Working with clients to ensure their event runs smooth and stress-free
· Searching for vendors, booking appointments, negotiating prices and contracts, booking vendors
· Setting up all aspects of an event
· Creating a detailed timeline/itinerary for the day of the event which will be used by all vendors and the venue
· Marketing and advertising and promoting on social media to gain new clients
· Creating budget spread sheets
· Purchasing flowers, creating and designing of bouquets, arrangements and centrepieces
· Ordering and purchasing flowers from growers and wholesalers
· Ensuring health and cleanliness of flowers and foliage before storage
· Coordinating and planning all events from 50 people to 2000 people
· Mentoring and training new wedding planners 

Senior Office Administrator and Customer Service Representative, Stronco Designs Inc. 				
August 2010 – October 2012
· Reported to the VP of sales and marketing
· Provided customer service, both on the telephone and onsite to exhibitors
· Answered all inquired and solved any issues or complaints
· Accurately entered orders into the online system and processed payments with a POS machine
· Managed service counter onsite Updated company website
· Provided reception coverage daily, directed calls using a multi switchboard phone and general administration duties as required
· Working as office receptionist for coverage (answering phones using a switchboard, screening calls, taking messages)

Certificates and Education

Home Staging Certificate, Sheridan College - May 2017

Wedding Planning/Coordinating Certificate, Wedding Planners Institute of Canada - August 2013 

High School Diploma, Madonna Catholic Secondary School - September 1997 – June 2002

First Aid

Smart Serve



