RONALD GAYMAN, III

119 Cove Pointe Way, Madison, AL 35757 • 256-457-1032 • bertemerica@aol.com
OBJECTIVE

To secure a challenging position with a dynamic organization where my business knowledge, experience and skills will contribute toward the growth and success of the organization
EDUCATION
Athens State University, Athens, AL

Bachelor of Science in Justice Studies, May 2010

GPA: 3.2

PROFESSIONAL EXPERIENCE 
Office Manager; January 2002 to Present
Dean’s Specialty Woodworks, Inc., Madison, Alabama
Interface with contractor personnel and customers recommending products offered and on the design of various cabinets to meet their needs.  Particularly adept at responding to customers’ complaints by engaging them in arriving at acceptable solutions that address their concerns while minimizing lost profits.
Cultivate cooperative, team-oriented relationships with co-workers. Provide administrative and technical advice on procedures for the building and installation of cabinets ensuring successful execution of cradle to grave projects.  
Recommend methods to improve the effectiveness and efficiency of internal operations of cabinet business.  Identify and resolve critical problem areas to ensure efficiency and timely project completion.  
Maintain an inventory database system using Microsoft Excel of supplies, material and equipment resulting in quality control over inventory on order and inventory in stock.  Unpacked incoming shipments, checking that material received agreed with packing slip specifications and quantities.
Assist with preparation of contracts for goods and services. Reviews contracts and item specifications to ensure accurate requirements are met. 
SKILLS

Microsoft Outlook, Word, Excel, Power Point, Access

