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(978)479-1997
Email: racingll@comcast.net
Objective:  Obtain a position in the Administrative Medical/Business Field Setting
SUMMARY OF QUALIFICATIONS
Over 20 years experience in the Administrative/Business Field.
Enthusiastic, dependable, self -motivated and loyal.
Equally effective working independently or as a team player.
Attendance punctuality always commended in reviews.
Achievement oriented, attention to detail, organized, natural in multi-tasking. Received recognition for customer satisfaction.
SKILLS:
Understanding and operation of different computer programs such as: 
Microsoft Word, Excel, Kronos, MAS 90/200, Pulse Pro, Outlook Express, Reynolds and Reynolds, CVR, Quick Books, Go Spot Check, And TMA systems.  
EMPLOYMENT HISTORY:
Jan 2011-Present	Facilities Service Response	Aramark- Newbury College Manager/Custodial Manager	Brookline, MA 
Duties:  Directly supervise 30 or more employees, Interviewing, subsequent training of all service, 24 hour response to service requests, payroll, accounts payable, client services, addressing complaints and resolving problems, rewarding and disciplining employees, Dealing with all Custodial and Maintenance issues on a daily basis. Carries out supervisory responsibilities in accordance with Company policies and applicable laws.
April 2007-Sept 2010	Client Care 	VCA Wakefield Animal Hospital Coordinator 	Wakefield,  MA 
Duties:  Customer service, answering phones, filing, scheduling appointments, making sure charts are  up to date,  checking out patients and much more.
1998-2007	Office Manager	Choppy’s Auto Repair 
Lowell,  MA
Duties:  Answering phones, billing, payroll, repair estimates, ordering supplies, filing and much more.
1992-1997	Office Manager	Barnard Construction Co.
Gilford,  NH
Duties:  Managing all aspects of the business.  Meeting and greeting clients.  Answering phones,  Estimates, filing, contracts, invoicing and much more.
EDUCATION
1986-1990 	Dracut High School	Dracut,  MA
1990-1992	Middlesex Community College	Lowell,  MA
References upon request
