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	qualifications

	
	Operations Manager

Dedicated, highly skilled technically, multi-talented, team oriented and challenge driven.  Over fifteen years’ experience managing daily operations and implementing procedures that reduced labor costs and increased company profits.  Strengths include oversight of business policies, technically savvy, human resources, budget processing, financial statements, financial analysis, cash management, internal and external reporting.  

	Technical Experience

	LabTech, Connectwise, VMWare, SharePoint, QuickBooks, Remote Desktop, Quosal, ShoreTel Director, Microsoft Office (PC & MAC), Telesphere Quoting, Office 365, Social Networking, Database design and management.

education

	
	Arizona State University – Tempe, AZ 
     B.S. – Behavioral Studies
West Virginia University – Parkersburg, WV
     B.A. - Business Administration 

	PROFESSIONAL EXPERIENCE

	
	Operations Manager
	2005-Present

	
	AZPCNET LLC

iSAVE Energy, Scottsdale, AZ

Imperial Trailer Sales & Livestock Supply, Mesa, AZ 

Ameriprise Financial, Mesa, AZ 

Served as an Operations Manager, reporting directly to the C.E.O.  Responsible for coordinating daily operations for the field crew and office team,  IT assistance, financial statements, and purchasing agent.

· Selected Contributions:

· Acted as backup to President/C.E.O.

· Managed 5 Technicians responsible for 987 servers and workstations at 47 locations for 38 clients across 5 states
· Provided monthly inventory management using LabTech to assure client contracts were accurate.
· Implemented benefits packages for employees, created company handbook, and handled the hiring process for open positions.

· Developed efficiency-enhancing workflow/process improvements to streamline processes and save time. 

· Ability to manage and organizer multiple tasks and discreet with confidential information.

· Maintained planning and prioritizing workloads.

· Set up the company’s financials in QuickBooks and trained personnel to utilize.

· Produced a comprehensive report for customers regarding energy saving retrofits to their home or business.

· First point of contact for vendors to approve orders and set up accounts.

· IT troubleshooting for internal network, web page creation, and provided software training.

· Improved relations with and reduced turnover among mid-management and support staff.

· Scheduled on-going training for staff in their perspective positions.

· Responsible for product selections & service price increases. Decreased office expenditures 15% by implementing needed controls on stock/supplies and standardizing ordering procedures.
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Executive Administrative Assistant                                                                  1997-2005
Saiia Construction, Frankville, AL

Avampato Museum, Charleston, WV
Army National Guard, Spencer, WV

Hired as a direct assistant to the President/CEO to direct safety meetings, take minutes at board meetings, and set up client meetings.

· Selected Contributions:

· Earned high marks for the quality and creativity of meeting outlines and set up.

· Created automated daily stats report that reduced inaccuracies and provided management with an important decision-making tool.

· Quickly became a trusted assistant to the company president, executive staff and office manager and earned a reputation for maintaining a positive attitude and producing high-quality work.

· Established positive relationships with employees and management. 

· Schedule executive and board meetings along with travel arrangements.

· Purchasing agent for office supplies and customer orders

· Reconciliation of accounts, bank and customer accounts.

· Helped drive a 100% increase in customer satisfaction

· Set-up accounting software and maintained records in QuickBooks & Peachtree

· Submitted end of month sales tax reports, calculated for sales and services

· Produced monthly and quarterly newsletters that went to customers and company employees

· Responsible for job costing and calculating sales bonuses

· U.S. Army, Honorable Discharge



	REFERENCES

	


· Dr. Louise Welter, Professor at Maricopa County College & Psychologist

480-415-2152

· Robin Stubbs, Sales Director – Symantec

602-316-4444

· Martin Carty, National Sales Director – Progressive Roofing

602-278-4900






