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Executive Summary

Skilled Operations Manager with solid experience managing all levels of multiple projects including budgeting and administration.

Core Qualifications

· Inventory Control, employee scheduling, and sales analysis 
· Big picture focus on company goals
· Administrative skills, budget allocation, budget analysis
· Strong work ethic, self- starter, team player and fast learner

Professional Experience

Resort Manager 05/2007-09-2011
Killington Townhouse Owner’s Association-Killington Vermont

Created new revenue streams through assertive collection process. Defined strategy and business plan for the organization. Developed and rolled out new polices. Directed strategic initiatives to achieve consistency with regards to establishing current owners and developing strategies to obtain new owners. Exceeded company objectives by using my own personal skills to do all interior design for each unit on property. Hired and trained numerous staff. Increased profits by developing, initiating and managing sales. Trained coached and mentored staff to ensure smooth adoption of new programs with the goal being consistently customer focused. Worked directly with the Board of Directors, vendors, owners, guests and employees to achieve high standings with RCI.

Lead Receptionist 09/2004-02/2006

Boulder Medical Center-Boulder Colorado

Responsible for all training of new employees :physician scheduling, patients scheduling, and many varied office duties.


Office Manager 06/2003-04/2004
Dr. Humayun Shareef M.D.D.O.-Fort Pierce, Florida
Responsible for all office procedures which included: filing insurance, maintaining patient records and bookkeeping. Single handedly started up a new medical practice. Executed integrated advertising campaigns across multiple media channels. Chose and implemented new medical software. Increased profits by developing, initiating and managing reference labs within the office. Set up and maintained on- line billing with numerous major insurance carriers. Responsible for all medical assisting which included: phlebotomy and EKG’s. Extensive knowledge of ICD-9 and CPT coding.

Office Manager 08/1999-01/2001
Entertainment Unlimited-Vero Beach, Florida
Booked acts for weddings, regional events and local venues. Personally made professional radio commercials for area radio stations. Full charge bookkeeper. Managed team of talent.
Medical Receptionist 10/1989-06/1995
Dr. William Panakos M.D.-Vero Beach, Florida 
Organized and maintained patient records. Prepared statements and accounts for patients.
Operations Manager 07/1995-07/1999
Budget Rent A Car-Vero Beach, Florida
Supervised and issued rental agreements for individuals and area contracts. Trained all new personnel. Surpassed revenue goals in four consecutive quarters. Trained, coached and mentored staff to ensure smooth adoption of new program. Streamlined rental system in an effort to increase customers and achieve company goals.


Guest Services/Entertainment/Resort Division 03/1978-03/1981
Walt Disney World-Orlando, Florida
Directed and solved negative situation occurring within a Theme Park setting. Professional entertainer. 
Education:
Indian River Community College
Courses: Phlebotomy Technology (Certified Phlebotomist) Word Processing (Word Perfect). Fundamentals of grammar, English Communication, Fundamentals of creative writing, Sociology.
Walt Disney University- Orlando, Florida
Courses: Stress Management, Understanding Human behavior, Guest Service Communication. Graduated Resort Management Program.
Schoolcraft Community College: Livonia, Michigan
Courses: Medical Terminology, Speech, General Biology, Fundamental of Medical Science.
Winston Churchill High School: Livonia Michigan
General Diploma
Awards and Accomplishments:
4 Star Thespian
5th Place State of Michigan Forensic Competition Humorous Interoperation





