Maria Gallo
Vaughan, Ontario
(647)-505-1889
mary.gg@hotmail.ca 


OBJECTIVE
To obtain a challenging position within your organization that will utilize my skills and experience, while expanding my knowledge within a new role.

Profile
Self-motivated team player with strong leadership skills, attentive to detail, quick to learn new concepts, and highly capable of working under pressure. 

EMPLOYMENT EXPERIENCE

Advance Marble & Granite April 2019 to Present:
Customer Service Representative 
· Analyze construction contracts per builder’s specifications for work scope required.
· Quality assurance
· Responsible for procurement of materials
· Awarded contracts – implementation of templates within company software for unit purchasers.
· Coordinate with builder’s project managers, décor centers for any variances.
· Create new contract accounts within company’s software.
· Standardizing all specifications of architectural drawings for internal system streamlining. 
· Tailor builder specs for custom work orders.
· Responsible for entire order entry of project specifications per unit purchaser’s contract.
· Monitor adjust and update projects, to ensure deadlines are met for unit purchasers closing date.
· Entering and booking services deficiencies  
· Scheduling Templates

 Northern Generator June 2018 to March 2019:
Accounts Receivables and Payable
· Accounts Payable- match packing slips to invoices and PO, ensure that the prices match and enter in QB                              .	Update prices when this is a change
· Accounts Receivables –invoices to be sent daily to customers via email or mail.
· Customer concerns on invoicing issues.
· Enter credit card receipts.
· Order office supplies.
· Customer issues with pricing and invoicing.
· Create and edit new and existing customer accounts. Data entry correction.
· Create purchase orders using QuickBooks.
· Cross reference and source unknown parts and filters when required.
· Renews of existing contracts and updates.
· Set up of new contracts in the system. Make sure all services are set up with current prices.
· WSIB certificates and Liability insurance certificate.
· Assisting in booking and scheduling jobs for technicians.
· Order office supplies
· Reconciliation 
· Collections 


Quality Sterling Group:  Aug 2017 to June 2018
Color Office Manager Assistant
· Coordinate incoming builder color charts for internal departments to process changes/updates.
· Create and update manual files for existing and new contracts to ensure specification are accurate.
· Receive and prepare completed work orders from installers for account receivable billing.
· Reconcile and validate pricing prior to submission to accounts receivable.
· Monitor accounts receivable to process any variances from existing contracts.
· Purchase order - inventory holds for upcoming builder installations.
· Backfill department reception when required.

LCBO: Seasonal part time – 2012 - present
Customer Service Representative
· Provide customer service support by handling cash transactions.
· Assisting customers with their purchases and provide recommendations as required.
· Inventory replenishment, and product presentation/placement.
· Completed Challenge and Refusal Course - Mandatory LCBO Program.
	
Aurivia Stone Design Aug. 2015 – June 16, 2017
Building Project Administrator 
· [bookmark: _Hlk49868095]Analyze construction contracts per builder’s specifications for work scope required.
· Create pricing quotes for construction bids and retail clients.
· Awarded contracts – implementation of templates with in company software for unit purchasers.
· Coordinate with builders project managers, décor centers for any variances.
· Create new contract accounts within company’s software.
· Standardizing all specifications of architectural drawings for internal system streamlining. 
· Tailor builder specs for custom work orders.
· Responsible for entire order entry of project specifications per unit purchaser’s contract.
· Monitor, adjust and update projects, to ensure deadlines are met for unit purchasers closing date.
· Manage inventory of raw materials to fulfill client’s contracts (i.e. Sinks, Granite, Marble, Quartz Slabs).
· Prepare samples of stone products for client’s décor showroom.
· Update company’s product line and pricing.

Aurivia Stone Design March 2013 – July 2015
Front Office Receptionist
· Administrator of Health and Safety policies for all employee’s, meeting, training, safety certificate annually, MSDS.
· Prepare boardroom for all formal meetings and record meeting minutes.
· Retrieve and send company mail, manage phone system (inbound/outbound calls).
· Sales walk-ins (showroom)
· Order office supplies
· Update company website, event / promotion on social media

Air Canada Temporary part time - 2013
Customer Service Sales Agent
· Passenger check-in assistance at the kiosk
· Baggage check-in assistance
· Customer service within the airport
· Special needs assistance
· Ensure passengers are boarded in a timely manner without any departure delays

Canadian Imperial Bank of Commerce: 1991-2011
Visa Chargeback Analyst
· Analyzing all transactional information and verifying if a dispute is in line with Visa International Operating Regulations national Operating Regulations.
· In depth knowledge of the dispute cycle which includes:
· Processing retrieval requests, chargeback’s, representations, pre-arbitrations, pre-compliances, arbitrations, and compliance in accordance with Visa Operating Regulations to achieve a satisfactory resolution on behalf of the cardholder or a bank in the event of a Fraud or Collections status on an account.
· Processing accurate monetary adjustments to cardholders and maintaining all suspense account entries within their service levels.
· Written and verbal skills used daily to efficiently communicate with both internal and external customers.
· Identifying, validating and documenting day to day challenges or difficulties encountered, and forwarding them to Management including a recommended solution.
· Providing training (systems/procedural) to both management and peers.
· User Acceptance Testing during major system releases.
· Providing customer service, coordinating with assigned merchants.
    Processing accurate monetary adjustments to cardholders and merchants, maintaining all suspense account entries within their service levels.
    Answering phone inquires, maintaining the filing system and mailing documents.



Ecclesiastical Insurance Company: 1987-1991
Administration/Clerical
· Performed general office duties and administrative tasks.
· Managed accounts payable and accounts receivable reports.
· Process the internal and external mail functions.
· Provided telephone support.
· Maintained up to date confidential client files.
· Input data into reporting software.

ACHIEVEMENTS  
· Awarded the CIBC On The Spot Award.
· Awarded the CIBC Quarterly Achievers Team Recipient three times

COMPUTER SKILLS	
· Microsoft Office
· ISAPI
· Visa Resolve on line (VROL)
· AS400/Image
· Total Systems (TS2)
· Verified By Visa
· Online Support Tool (OST)
· Internet

EDUCATION
· 2012 Certificate Canadian Beauty College - Esthetics.
· Internal training courses provided by CIBC.
· 1995- 1996 Humber College Introduction to computers.
· 1980- 1985 Downsview Secondary High School. 

REFERENCES

Wanda-Lou Curtis
Quality Sterling Group – Department Manager
905-585-4800

Carmela Alfenore
Aurivia – Department Manager
416-735-0375

Timothy Bullock
Air Canada – Aircraft Routing Manager
416-895-9490
