 Sze Man Heong(Cindy) 
2308 Bur Oak Ave 
Markham, ON L6E 1L8 
smheong@hotmail.ca 
416-300-2838 
 
 
EXPERIENCE 

Administrative Support - Hobart Services
September 2022 – Present

· Order uniform and PPE for technicians for both Halifax and Ontario
· Perform accounts payable and purchase order functions on Pronto
· Create and maintain POs for subcontractors and materials
· Handle WSIB Certificate requests 
· Order and maintain office and coffee supplies.
· Responsible for the turnover of combustion analyzers and scheduling of calibration service for each unit.
· Support Parts department in creating quotes for repairs. Create service call and ordering parts on system upon customer approval.
· Uploading quotes onto portals as required and following up with open quotes weekly. 


Office Manager -Gravitas Inc. 
June 2022 – Present 
· Organize, plan and lead day-to-day operations in the office. 
· Maintaining Quickbook system with most updated data for A/R and A/P 
· Creating invoices and receiving payments on a timely basis 
· Generating reports as needed and taking part in forecasting sales, loss, and expenses. 
· Create new sales plans to help the business grow and expand customer base. 
Office Manager -Door Doctor Inc. 
June 2019 – Aug 2020 
· Organize, plan, and lead day-to-day operations. 
· Ensuring staff adherence to office procedures 
· Maintain in-house showroom and service walk-in clients. 
· Maintenance of supply inventory and arranging service of office equipment and supplies 
· Dispatch technicians in most efficient and effective ways 
· Assist in marketing and sales as required. 
Store Manager-Habitat for Humanity GTA ReStore  
June 2018- June 2019 
· Follows inventory management practices to maximize sales. 
· Ensures a positive donor experience during the contribution process. 
· Establishes pricing guidelines and ensures consistent application 
· Ensures store layout is well designed. 
· Manages the training, development, scheduling and support of employees and volunteers. 
Store Manager-Things Engraved 
2016-2018 
· Provides support to the team in overseeing the daily retail store operations. 
· Operate store with open knowledge of sales strategies.  
· Share feedback with the team and coach them to improve their sales performance.  
· Day-to-day interaction with staff and customers as well as driving store sales by providing great customer service. 
 
Showroom Manager-Splash International Marketing 
2015-2016 
 
· Examine merchandise to ensure that it is correctly priced and displayed and that it functions as advertised.  
· Responsible for maintaining social media accounts such as Facebook & Twitter. 
· Support sales reps in opening new accounts and updating customer information.  
· Quickly and effectively addressing customer concerns and issues. 
· Recommended and helped customers select merchandise based on their needs. 
· Implemented monthly specials and sales promotions. 
· Prepare, organize, and manage trade shows and showroom events. 
 
Cafeteria Supervisor –Aramark Canada(Seneca College Markham Campus) 
2008-2011 
· Prepare working schedules for employees. 
· Supervise the work of fellow staff. 
· Maintain a variety of operating/general records and prepare reports. 
· Responsible for the financial side of a cafe's operation, keeping track of both the income and product inventory. 
 
Demo Manager - Professional Warehouse Demonstrations (PWD) 
2006-2008 
· Hire and train new staff. 
· Assess sales and business results. 
· Manage and motivate teams. 
· Set sales targets. 
· Review operational records and reports to head office and determine profitability. 
  
 

EDUCATION 

York University Administrative Studies
Hotel Management Program (Honor Diploma) - George Brown College 2003-2006 
Markville Secondary School 1998-2002 
 
     Language Spoken 

Fluent in Cantonese and English 
 
Extra-Curricular Activities and Interests 
· Active in local run groups. Participate in races and always working towards a goal to make the best of myself. 
· Seasonal long-distance cycling
· Baking as a hobby. Enjoy sharing the results with family and friends.



