

	
	



	SKILLS
		[image: ]
		· Collaborator
· Dedicated
· Good Listener
· Task-Oriented
· Customer Service Driven
· Work well under pressure.
· Excellent People skills
	· Excellent Communication skills
· With a high degree use tact and judgment skills to resolve any issues
· Able to work both independently and in a team environment.
· Empathy and compassion when dealing with all aspects of Customer Service
· Results Oriented
· Extreme pride in striving to exceed customer expectations









	POSITIONS
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	Location Support Manager 	 08/2022 to 03/2024 
Westminster Funeral Home & Reception Centre 
· Interview/ Hire Support Staff Reviewed Funeral Directors Family Files to ensure file was complete Schedule car pickups Booked Organist / Clergy Confirmed with Cemetery staff that Grave/ Crypts were ordered Assisted with Visitations, Receptions Schedule support staff Met with families, Arrangements Visitation Room Set up Received Flowers for each visitation and set up Completed Payroll for support staff Completed month end reports for Managing Funeral Home Director
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	Sales & Marketing Coordinator 	 10/2021 to 08/2022 
Calibrex Developments INC 
· Receive all executed APS and corresponding cheques/ deposits Process APS and distribute to respective departments Follow up with mortgage approvals and confirm they meet criteria Follow up with purchaser for outstanding solicitor information Follow up on any outstanding deposit cheques not received or NSF (ongoing) Process and add into Sales Xpress any amendments executed post sale Communicate with sales team and lawyers on any issues or questions Audit MLC to confirm up to date with sales and options prior to construction release Input into Sales Xpress exterior color packages and send confirmation through Sharp spring Enter approved package into MLC If deal is conditional, track until Firm, process firm up amendment and executed APS Email communication with purchasers for any items outstanding or requiring confirmation/ follow up Main point of contact for all lawyers' offices Follow up with any outstanding lawyer information from purchasers before closing
· Coordinate and communicate with lawyers regarding missing amendments, surveys, CCP Review SOA's and confirm: Final purchase prices (reconcile all amendments to accurately confirm purchase price upgrades) Total Amount of upgrades and providing corresponding amendments to support Confirm with accounting the correct amount of taxes paid to date Confirm closing costs are accurate based on predetermined fees provided by team
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	Low Rise Division Administrative and Contracts Assistant 		 02/2019 to 10/2021 
Menkes Development Inc. 
· First point of contact in the office/greet visitors, trades, partners and consultants Prepare project files – Scope of work, Schedule E, WSIB and HST documents Create PO's requested by site and office personnel Prepare completion slips after ensuring that the work has been completed Entering of Trade Contracts in JDE Setting up of Boardroom meetings Taking minutes and distributing to the appropriate attendees Assist with Accounts payable/receivables Ordering of all supplies for the office Following up with Trades on deadlines to ensure completeness prior to target dates Meet with vendors to acquire samples for our multiple sales offices Assist the Décor Manager with setting up appointments for structural and colour choices for purchasers Assist with entering upgrades Organize team building activities
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	Hardwood Division Administrator 	 03/2018 to 01/2019 
Quality Sterling Group Flooring Specialists 
· Administrator for the Hardwood Division Responsible for 23 Builders within Central, Eastern and Western Division Communicated with Homeowners – Suppliers to ensure warranty service was completed within Tarion Guidelines Scheduled appointments with homeowners Ordered product, ensuring it was the correct original flooring installed Managed six service technicians calendars based on regional locations where service needed to be completed Scheduled inspections with our suppliers when flooring was not a match or accepted by Homeowner Worked closely with the Install – Color Chart team to ensure accuracy Requested Purchase orders when required from Builders with back up history Followed up with Homeowners for confirmation of completion and satisfaction of service Assisted the Tile Division when needed Part of the Social Committee
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	Service Coordinator – Low Rise Division 	 03/2016 to 03/2018 
National Homes-Concord, ON 
· Managed the Tarion Portal/ extensive knowledge of the OBC Completed Quality Assurance and Pre Delivery Inspections Processed PDI -30 Day – Year End – Two Year Home Warranty Forms submitted by Homeowners Scheduled trades to complete deficiencies in a timely manner according to Tarion guidelines Scheduled Service Technicians – managed their calendars to ensure completions of outstanding items Uploading of all deficiencies reported by Homeowners into QPad to generate Service Work Orders Scheduling of service appointments with Trades and Homeowners Issue purchase orders when required Created and maintained homeowners database and site files Liaise between purchasers, trades, subcontractors and Tarion to completion of reported items Communicated with Purchasers via phone, letters, email to ensure customer satisfaction and timely results Excellent relationships with all trades, subcontractors and Homeowners Weekly meetings with Construction/Service Manager to review all reports in regards to service Assisted Site Super and Finishing Super with scheduling of frame walk through and PDI inspections Scheduled PDI's with Homeowners and Site Super
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	Administrative Assistant - Coordinator 	 07/2013 to 02/2016 
Coscosrp Inc. 
· Daily dealings with Lawyers, Purchasers, Trades, Sales Agents, Financial Institutions Prepared files for Lawyers and Purchasers pre-construction and post Prepared files and documentation- Bank Approval and Solicitor confirmation Prepared realty tax deposits and refunds once sub division was assumed by the City Prepared Tarion Warranty Enrolments for all Sub Division Releases Customer Service – Greeted and assisted all Visitors to our Head Office, set up of Board Room and meeting materials Coordinated and managed calendars electronically Approved and generated sales commissions for Sales Office Team and Décor Team Responsible for sending out tentative and firm confirmation letters to Purchasers with copy to Lawyer Prepared and sent out all contracts and scope of work to trades ensuring proper WSIB papers on file for each trade



	[image: ]
	Administrative Assistant to Director, Customer Care – Central Division 		 03/2011 to 06/2013 
Ministry of Government Services 
· Provide administrative support to my Director as well as the ADMO Office Book executive meetings, travel arrangements, training sessions and hospitality bookings Respond to enquiries from internal and external stakeholders and the general public Maintain correspondence and electronic filing systems Ensure smooth and timely flow of information required through the office Maintain Directors expense forms and coordinate all benefits Maintaining and updating government documentation Track scheduling for 16 direct reports and maintain and updated attendance records Draft minutes from Manager Meetings Manage Director's calendar and book/schedule meetings
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	Customer Care Agent 	 03/2010 to 03/2011 
Ministry of Government Services (Contract) 
· Delivery of service to customers through phone and mail Delivery of consistent customer experience in accordance with defined Service Ontario service standards Effective completion of interactions, information, referrals or transactions Manage the production and fulfillment processes for the Office of The Registrar General Answer and resolve customer inquiries in relevance to Birth Certificates, Death Certificates, Marriage Certificates, Name Changes and Adoption Strong Customer Focus Effective organizational skills Knowledge of Municipal, Provincial, and Federal levels of Government
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	Personal Support Worker 	 03/2008 to 03/2010 
Hillock Senior Services-Mississauga Ont. 
· Assist with daily activities with seniors Evaluate progress High degree of empathy, consistency, and accountability Motivate, coach, and inspired seniors Maintained a high standard of compassion and understanding Meal planning Initiate and follow up on medical care



	[image: ]
	Service Coordinator for multi-residential sub-divisions 		 05/2003 to 06/2007 
Sundial Homes-Toronto Ont. 
· Scheduled City Inspectors for each lot Prepared scope of work for different trades Scheduled trades, vendors to complete work on time Conducted Pre Delivery Inspections with home owners Follow up on all deficiencies/sign off on completed work Maintained files for each lot Inputted work and service request orders into system Mediator between Homeowner, Head Office and Trades Proactively resolved issues and concerns Met and exceeded customer service standards with Vendors, Trades and Homeowners Worked with such applications as word processing, database updates, email, internet applications and spreadsheets
· Responsible for data entry for work orders, PDI's, 30 day and year end deficiency reports Issued, approved work orders as well as purchase orders to all trades Follow up with trades regarding outstanding/pending service work order requests Follow up with homeowners when requests have been completed to ensure satisfaction and reconcile in system
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	Front End Customer Service Manager 	 04/1998 to 05/2003 
Home Depot Canada-Oakville 
· Responsible for overall customer service level within the store Coached, hired, motivated, celebrated accomplishments with associates, new employee training Inventory control Product ordering Product knowledge coaching Maintained high customer service standards Implemented training programs to achieve goals Handled customer complaints, follow up Phone center Vault verification, carry out accurate financial transactions Maintained positive relationships with vendors, managers and associates Produced a variety of different reports and correspondence






	EDUCATION
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	Hotel and Restaurant Management Diploma 	01/1988 
Humber College of Applied Arts and Technology 






	FLUENT
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		English: 


	
	Portuguese: 











	SUMMARY
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	Over 15 years of customer service and administrative experience. Mature, dependable, customer service driven. Excellent communication and listening skills. Highly organized, focused purposeful, deadline-driven, able to identify goals and priorities and resolve issues in the initial stages. Effective working in a high-pressure, time-sensitive environment. Possess analytical, reasoning, and critical thinking skills to identify and correct problems. Provide administrative support to the Head Office and Site Team. Experience in coordinating, planning, tracking, and supporting daily operations and administrative functions. Liaison between Site, Purchasers Tarion Warranty, and City Inspectors. Relationship building between all parties to achieve a common goal. Experience in Microsoft Office and Visio. I am highly familiar with IFIS systems and WIN Time Management systems.
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	References are available on request.






	
		[image: ]
	First Aid CPR certification Cyber Hacking Certification Coaching & Management Certification Sexual Harassment in the Workplace Certification 	
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