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ProleE
(easoneS fMAce wanager hitb tbe ayilitB to cultivate strong yusiness relationsbips anS 
leaS proSuctivitB. xringing Mortb U2 Bears oM eKperience streamlining yusiness sBstems 
anS managing a large volume oM oMAce personnel.  nohn Mor Semonstrating superior 
interpersonal skills anS inEuencing clear anS eMMectual communication yetheen 
emploBees.• Rager anS reaSB to yring mB knohleSgeL eKpertiseL anS passion to anotber 
companB. 

mpyeonpEt HisD orn
Ofce Mangnr ,BMutli ,ManIgl gnge BM.geJBMs ,y CMSIlC
June 2015 — Present

6 DecruiteSL superviseSL anS leS a staMM up to q2L ensuring tborougb training anS 
conASence in inSiviSual hork.•

6 zelegateS anS monitoreS clerical anS aSministrative tasks to increase hork Eoh.•

6 xuilt an eMMective team oM horkers tbat increaseS customer satisMaction yB setting 
values oM IualitB anS acknohleSging anS reharSing emploBees Mor outstanSing 
hork anS cballenges conIuereS.

6 waKimi%eS proSuctivitB yB Seveloping an atmospbere oM open communicationL 
aharenessL anS constant improvement.

6 FntervieheS applicants anS bireS neh IualiAeS staMM memyers tbat contriyuteS to 
companB success.

6 FnitiateS purcbase orSer reIuests anS leS staMM perMormance to meet tbe neeSs oM 
clients.

Ofce Mangnr ,BMb ioCMSFgyl,telIFgBMs ,y CMSIlC
June 2013 — June 2015

6 wanageS anS coacbeS several oMAce emploBeesL anS assigneS anS evaluateS• 
horkloaSs to ensure proSuctivitB.

6 •zesigneS anS implementeS belpMul oMAce processes anS policies.•

6 DevieheS anS maintaineS all venSor contractsL oMAce eIuipmentL online soMthareL 
anS supplB inventorB.

6 PromoteS a bealtbB hork environment Mor all emploBees yB overseeing anS 
mentoring internal oMAce relationsbipsL anS utili%ing eMMective communication anS 
proylem solving skills.

6 9oorSinateS anS conSucteS perMormance reviehs anS operations to guarantee 
top yusiness BielS anS yest3eMMort results.

P,FglMOfce Mangnr ,BMsIiiMd,FLtelIFgyBMvFtIyhIii 
January 2010 — June 2013

6 wanageS Mront Sesk operations anS customer interactions.•

6 ,nshereS pbonesL createS meeting itinerariesL scbeSuleS appointmentsL anS 
maintaineS oMAce calenSar anS neh customer log.

6 dtili%eS eKcellent proylem solving skills to ensure 122Q customer satisMaction.

6 weasureS emploBee perMormance anS proSuctivitB.•

6 (treamlineS sBstems anS processes to increase eMAciencB anS overall yusiness 
operations.

6 weSiateS emploBee SisputesL encouraging a positive anS bealtbB environment.

aE SseD
1515 PaciAc ,veL Cos 
,ngelesL 9, 02U01L dniteS 
(tates
45)17 -5)3O212

resumeviking.com/templates/

Nationality

,merican

Driving license

@ull

Place of birth

(an ,ntonio

kLseeD
|uickyooks

(trong 9ommunication (kills

CeaSersbip (kills

wotivateS ,ttituSe

gStudSuED
@rencb

Rnglisb

mailto:resumeviking.com/templates/


resumeviking.com/templates/ 1515 PaciAc ,veL Cos ,ngelesL 9, 02U01L dniteS (tates 45)17 -5)3O212

May 2020 — May 2020

mcdRS sot
unem iF,MFfMSFTTtgIenlIFgyBMNm MSFii r MFfMw RMHFem ii BMw RMHFem ii 
June 2001 — June 2005

DIrmMbemFFiMpIkiFTnBM.FgnMDIrmMbemFFiBMw RMHFem ii 
August 1997 — May 2001
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