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Summary



Accomplished Manager with extensive experience in front-of-house and back-of-house operations. Proven ability to cut costs and decrease staff turnover offering opportunities for new professional and personal challenges. Self-starter with a positive, can-do attitude who is driven to learn, improve and succeed.



Highlights

	· [bookmark: 314967394SKC11]Operations management
· Inventory control
· Policy/program development
· Cross-functional team management
· Staff training
· Supervision and training
· Computer-savvy
· Calm under pressure
· [bookmark: 314967394SKC21]Complex problem solving
	· Performance tracking and evaluation
· satisfaction
· Marketing savvy
· Meticulous attention to detail
· Persuasive
· Focused on customer satisfaction
· Skilled multi-tasker
· Scheduling
· Deadline-oriented





Experience

[bookmark: 314967395JTIT1][bookmark: 314967395JSTD1][bookmark: 314967395EDDT1][bookmark: 314967395COMP1][bookmark: 314967395JCIT1][bookmark: 314967395JSTA1][bookmark: 314967395JDES1]Administrative Manager 
October 2010 to CurrentPasteur Medical － Miami Lakes, FL
Managed a team of 36 of professionals.Reduced and controlled expenses by cutting down on payroll.Surpassed revenue goals in four consecutive quarters.Initiated program that standardized employee training and led to increase in customer satisfaction by 50%.Monitored the daily activities of 15 customer support teams.Interviewed, hired and trained new quality customer service representatives. Managed medical supply inventory, insurance records, patient chart and company files using online tracking system.


[bookmark: 314967395JTIT2][bookmark: 314967395JSTD2][bookmark: 314967395EDDT2][bookmark: 314967395COMP2][bookmark: 314967395JCIT2][bookmark: 314967395JSTA2][bookmark: 314967395JDES2]Assistant Manager 
September 2007 to October 2010Coast to Coast Express Carrier － Miami Lakes, FL
Supervised and trained admitting, billing and collection staff.Created databases and spreadsheets to improve inventory management and reporting accuracy.Improved communication efficiency as primary liaison between departments, clients and vendors.Increased meeting efficiency by developing meeting agendas.



Education

[bookmark: 314967396DGRE1][bookmark: 314967396STUY1][bookmark: 314967396GRYR1][bookmark: 314967396SCHO1][bookmark: 314967396SCIT1][bookmark: 314967396SSTA1][bookmark: 314967396SCNT1][bookmark: 314967396FRFM1]Business Administration , 2010University of Miami － Miami, FL, Dade

[bookmark: 314967396DGRE2][bookmark: 314967396STUY2][bookmark: 314967396GRYR2][bookmark: 314967396SCHO2][bookmark: 314967396SCIT2][bookmark: 314967396SSTA2][bookmark: 314967396SCNT2][bookmark: 314967396FRFM2]High School Diploma : 2006Palmetto High School － Naples, FL, Collier



Languages



Bilingual fluent in English/Spanish




