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Professional Summary
Systematic Business Office Manager who supervises a wide range of office activities including appointment scheduling inventory tracking and billing. Adept at determining immediate needs to ensure efficient office operations. Focused on adhering to basic office policies and procedures.
Core Qualifications
• Broad experience managing a wide range of office operations 
• Ability to review and prepare office budgets and maintain databases 
• Ability to interrupt and process various business documents 
• Strong knowledge of MS Office Suite applications 
• Ability to hire train and supervise office staff 
• Extensive verbal and written communications abilities 
• Admirable organizational and analytical skills
Experience
Business Office Manager
6/1/2011 - 9/1/2012

Superior Systems Inc.
New Parkland, CA

• Communicated with clients on a daily basis and responded to administrative requests.
• Responded to office calls and emails and sent messages to appropriate offices.
• Dealt with office issues and contacted client concerning billing matters.
• Maintained records of client payments and tracked business revenue.
• Ensured that all office procedures were implemented and followed.
Business Office Manager
9/1/2012 - 12/1/2013

AB Manufacturing
New Parkland, CA

• Maintained incoming and outgoing office mail and arranged for package shipments.
• Prepared weekly schedule of appointments and made necessary adjustments.
• Kept accurate office records of employee contact info and payroll details.
• Assisted with the recruitment and hiring of office staff.
Business Office Manager
12/1/2013 - Present

Oceanside Corporation of New Parkland
New Parkland, CA

• Ensured accuracy of client information and updated files accordingly.
• Prepared office budget and maintained petty cash records.
• Supervised office staff and provided constructive feedback.
• Performed timely troubleshoot on payroll issues.
• Ensured accuracy of employee records.
Education
Bachelor of Science - Office Management
2011

University of California
New Parkland, CA

