


Thomas F. Upton 
12301 Francis Drake Dr.     Henrico VA, 23233   (804) 426-3562   tupton804@yahoo.com
Personal Profile
Motivated, personable, with great communication skills and a talent for quickly mastering technology, and effectively handling multiple tasks simultaneously 
Education
VIRGINIA COMMONWEALTH UNIVERSITY                                                                 RICHMOND, VA Bachelor of Science in Business Administration                                                         May 2011 
J. SARGEANT REYNOLDS COMMUNITY COLLEGE                                                       RICHMOND, VA     Associate of Science in Business Administration                                                        May 2008 

Project Management Professional certification                                                           November 21, 2011
Member # 2164631, Certification # 1469211

Experience     
Peter Glenn Ski and Sports                                                                                   RICHMOND, VA                                                                               October, 2006 – Present 
· Department Manager
· Manage staff of 3 to 6
· Train and oversee daily duties, daily schedule 
· Control inventory processes, merchandising inventory
· Manage maintenance shop and machinery upkeep 
[bookmark: _GoBack]
Head Winter Sports                                                                                              South east territory 
November, 2006 – February, 2009 

· Event Coordinator, assistant Sales Representative
· Managed existing accounts
· Planned activities and promotional events for ski equipment manufacturer 
· Managed events to demonstrate product to buyers and retailers 

Grapevine Restaurant                                                                                           RICHMOND, VA                                                                                                                                                                                                                August, 2002 – September, 2006                 
· Restaurant Manager 
· Managed day-to-day operation in 3 locations 
· Customer service policies 
· Maintained facilities physical appearance and cleanliness to meet health code regulation
· Scheduled 35 employees 
· Supervised and trained staff of up to 35 employees
· Balanced finances accounts payable/receivable, cash control and budgeting 
Accomplished startup of new location from construction through daily operations                                                                                                                                 

-Proficient in Microsoft Office (Word, Excel, Project, Power Point, Access)
-Proficient C++ programing 




