Gerard Lujan   
7525 Claire St.
El Paso, TX 79904
Cell: 915-241-3235
Email:mknight071@gmail.com

           Career Objective: To obtain a position in an administrative field where I can utilize over seventeen years of management experience in a professional environment to demonstrate sound management and
successful administrator of business objectives.
Experience
Dynamex Inc., -                                                                                 El Paso, Texas               6/13 - Present
Operations Manager
Plan, implement, and administer policy and procedures relating to all phases of operations activity for over ten non-exempt hourly employees for logistics and other remote logistics locations for several markets across Texas, New Mexico and Arizona.
• Budget and manage the P&L and monitor various reports to identify reimbursable charges and recommend budget revision.
• Manage and execute plans to increase revenue and profits and responsible for processing daily,  weekly, monthly and annual reports and approving petty cash reports.
• Responsible for recruitment, training and development of managers and provide daily leadership, motivation and guidance to the office to maximize their performance potential.
• Manage local markets to ensure that sales transactions and customer payments are properly   performed in accordance with the company's operations procedures and all applicable laws.
•Interview and hire qualified candidates for position openings as well as train and retain current           staff on company policies and operational procedures.
• Responsible for recording receipts and information into the computer utilizing Google documents     while maintaining current information and knowledge of incoming and outgoing inventory.
• Increase store profitability through customer relationship development, community involvement, marketing, soliciting new business, employee training and managing all store operating expenses.
• Responsible for prioritizing, delegating and supervising the work of all managers to effectively      execute all company programs and processes to protect company assets.                                                                                                                                • Manage freight to ensure safety, effectiveness and policy and procedures.                                                                                                                                                        • Prepare and analyze daily, monthly and other company reports and communicate information  necessary to various levels of management.
USA Recycling Services, -                                                                      El Paso, Texas               6/09 - 6/13
Operations Manager
Plan, implement, and administer policy and procedures relating to all phases of operations activity         for over ten non-exempt hourly employees for the call center and other remote recycling center
locations for several markets across Texas and New Mexico.
• Manage local markets to ensure that sales transactions and customer payments are properly   performed in accordance with the Company's operations procedures and all applicable laws.
• Budget and manage the P&L and monitor various reports to identify reimbursable charges and recommend budget revision.
• Manage and execute plans to increase revenue and profits and responsible for processing daily,  weekly, monthly and annual reports
and approving petty cash reports.
• Responsible for recruitment, training and development of managers and provide daily leadership, motivation and guidance to the store to maximize their performance potential.
• Interview and hire qualified candidates for position openings as well as train and retain current          staff on company policies and operational procedures.
• Responsible for recording receipts and information into the computer utilizing Google Documents    while maintaining current information and knowledge of incoming and outgoing inventory.
• Increase store profitability through customer relationship development, community involvement, marketing, soliciting new business sources, training and managing all store operating expenses.
• Responsible for prioritizing, delegating and supervising the work of all managers to effectively      execute all company programs and processes to protect company assets.
• Prepare and analyze daily, monthly and other company reports and communicate information  necessary to various levels of management.
• Achievements in position to include:
▪ Operations Manager of the quarter and consistently ranked in the top three on a weekly basis             and monthly basis.
▪ Manager quarter bonus average of $300. - $500 based on quarterly performance statistics.
▪ Monthly bonus average of $100. - $200. based on bundle average sales.
Empire Today, -                                                                                  El Paso, Texas               08/07 - 01/09
Operations Manager
Plan, implement, and administer policy and procedures relating to all phases of operations activity         for over twenty non-exempt hourly employees for the call center and other remote locations,         receives inbound calls for several markets across the United States.

• Administer annual employee performance review to assess annual merit rating and              compensation needs to direct reports.
• Sense and respond to the needs of the internal and external customer on a daily basis by          providing courteous, efficient customer service, supervise calls of direct reports and                           handle all calls that have escalated to the next level due to the inadequate customer service.
• Maintain weekly sales reports, time and attendance reports and statistical performance reports              to include handle time and sales/orders.
• Administer new employee orientations, track levels of absences (i.e.Medical and personal),              track and maintain FMLA documentation, audit daily payroll, resolve employee disputes and        terminations in accordance with HRM law, policy and procedure.
• Maintain personal database, Blue pumpkin, Payment tech, Siebel, Web View, to track and              ensure the accuracy of employee time, attendance, and payroll processing.
Responsible for prioritizing, delegating and supervising the work of all managers to effectively        execute all company programs and processes to protect company assets.
• Motivate, train and teach new techniques to current work force to include handle time,                       sales calls, time management, customer service skills, and computer system/skills.
• Achievements in position to include:
▪ Manager of the week scorecards consistently ranked in the top three in a weekly basis.
▪ Monthly bonus average of $400. - $500. Based on monthly performance statistics.
▪ Responsible for creating several new projects to include performance improvement plan project,        cost revenue project, CCAT finance department project, Empower systems project.
▪ Assisting local markets across the United States and client account managers in fulfilling market         and client request and expectations to meet the needs of the business.
▪ Responsible for training new supervisors on process, procedures and daily supervisor duties and expectations.
Red Cats USA, -                                                                                   El Paso, Texas               2/01 - 08/07
Operations Manager

Plan, implement, and administer policy and procedures relating to all phases of supervisory activity        for over twenty non-exempt hourly employees for the call center and other remote locations,          receives inbound calls for several markets across the United States.
• Sense and respond to the needs of the internal and external customer King Size on a daily basis         by providing courteous, efficient customer service, supervise calls of direct reports and handle all calls that have escalated to the next level due to the inadequate customer service.
• Maintain weekly sales reports, time and attendance reports and statistical performance reports to include handle time and sales/orders.
• Administer new employee orientations, track levels of absences (i.e Medical and personal), track       and maintain FMLA documentation, audit daily payroll, resolve employee disputes and terminations        in accordance with HRM law, policy and procedure.
• Maintain personal database, Kronos version 7.0, Verint system, Siebel, Web View, to track and      ensure the accuracy of employee time, attendance, and payroll processing.
• Motivate, train and teach new techniques to current work force to include handle time, sales calls,      time management, customer service skills, and computer system/skills.
• Administer annual employee performance review to assess annual merit rating and compensation needs to direct reports. Responsible for prioritizing, delegating and supervising the work of all      managers to effectively execute all company programs and processes to protect company assets.
• Achievements in position to include:
▪ Supervisor of the week scorecards consistently ranked in the top three in a weekly basis.
▪ Monthly bonus average of $400. - $500 based on monthly performance statistics.
▪ Responsible for creating several new projects to include performance improvement plan project,       cost revenue project, NPT project training.
OTHER EXPERIENCE
Datamark Inc. - Supervisor                                              08/99 - 02/01
Dial America - Supervisor                                                09/97 - 08/99
Payless Shoe - Assistant Manager                                  08/96 - 09/97
Glendale Bank – Assistant Manager                                04/94 - 08/96
State National Bank - Supervisor                                     12/91 - 04/94
EDUCATION
Associates Degree in Mass Communication 1998, El Paso Community College - 1995-1998;            Overall G.P.A 3.50
TRAINING & SKILLS
Customer Experience Training, 2012
Agent Behavioral Coaching, 2012
Management Training Skills, 2013
Management Empowerment, 2012
DISC Training, 2013
BUSINESS REFERENCES
Alex Lopez, Senior Buyer 6880 Doniphan Dr, El Paso, TX                 915-539-4560
Jessica Ramirez, Supervisor 1 Butterfield Trail Blvd., El Paso, TX     915-929-1740
Pete Hernandez, Manager 9600 Joe Rodriguez, El Paso, TX             915-887-9027
