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OBJECTIVE
I have worked within several industries over the last 15+ years where I have refined my customer service and sales skills to provide an exceptional experience and superior service to my customers and clients.  I am a team player with a proven ability to work in diverse environments maintaining a positive and energetic attitude while under pressure.  Having an aptitude to quickly learn I am eager to employ new skills and concepts.

SUMMARY OF QUALIFICATIONS

· Skilled at managing large workloads for diverse responsibilities
· Excellent organizational, problem-solving, communication and analytical skills
· Self-motivated, dedicated and driven for the successes of the team and organization
· Exceptional interpersonal skills and rapport with all levels of an organization and their clientele
· Conscientious and motivated with aptitude to work under pressure and emotionally intense circumstances
· Proven ability to work in diverse environments with an energetic and positive attitude
· Accomplished at managing and/or instituting a variety of projects while following through to completion
· Talented in online research, reporting and management
· Versed in creating and managing complicated spreadsheets
· Aptitude to quickly learn and apply new concepts and software applications 
· Proficient with MS Office, Cloud, Dropbox, Google Docs and Calendar 
· Successful in training and managing new employees

PROFESSIONAL EXPERIENCE

Luigi’s Pizza and Pasta: Campbell, CA
January 2006 – May 2016
Hostess, Server & Catering Assistant

· Greeted customers and ensured an excellent experience and service
· Explained menu items and promoted specials
· Assisted at bar as needed
· Helped my direct manager/owner with food and supply inventory management
· Aided with overseeing the bus and dishwasher staff
· Corporate catering preparation, delivery and set up

Ardent Impressions: San Carlos, CA
December 2012 – April 2016
Lead Manager

· Ensure smooth day to day operations of seasonal photography sets and contract events
· Meet or exceed sales goals while assuring customer satisfaction is met
· Motivate and train employees on sales techniques and working with customers
· Interview, hire and supervise employees
· Maintain employee scheduling, ensuring all shifts are covered
· Prepare timely accurate payroll, sales and inventory reports
· Ensure all equipment and computers are working properly
· Responsible for inventory control
· Attend and work contracted events
· Main point of contact for corporate office
· Write up employee evaluations and disciplinary actions

Carol Taniguchi: San Jose, CA
July 2011 – July 2015
Private Caregiver & House Manager

· Daily care of the patient with severe rheumatoid arthritis, diabetes & osteoarthritis
· Responsible for daily dietary needs; including meal planning, grocery shopping and cooking
· Provided dietary education for diabetes
· Oversaw glucose testing schedule, monitored levels, calculated dosage and administered insulin injections
· Responsible for daily dietary needs; including meal planning, grocery shopping and cooking
· Schedule, coordinate and safely transported patient to and from all appointments
· Patient advocate, communicating with doctors regarding patient care during in-office appointments and remotely
· Ensured all necessary referrals, lab work, and tests were ordered and completed
· Prescription and OTC medication dispensation and refill supply management
· Complete household organization, maintenance & management, including personal finances, shopping/errands
· Provided on-call medical emergency response, such as for hypoglycemia, hyperglycemia

FUMIYE ITO: Redwood City, CA
August 2009 – June 2011
Private Caregiver to elderly

· Responsible for direct communications with all health care providers
· Ensure all necessary tests and lab work were ordered, completed and reviewed results with doctors
· Authorized advocate for patient with insurance companies
· Oversee and participate with patient’s physical rehabilitation appointments and daily exercises
· Coordination, attendance and safe transportation of patient to and from all appointments
· End of life support to patient and family
· Ensure all prescriptions and over the counter medications are taken accordingly and are refilled and stocked
· Complete daily personal care of the patient
· Bathe, dress and tend to all of patient’s personal hygiene needs
· Seek and implement in home safety equipment and practices
· Over-night, weekend & extended care as needed
· Plan, cook and serve daily meals
· Provide companionship, mental stimulation and enrichment activities

SILICON VALLEY MICROELECTRONICS: Santa Clara, CA
May 2008 – April 2009
Executive Administrator

· Responsible for preparing and reconciling detailed company sales reports
· Extensive market sector, product and prospect research projects and reports
· Generate in-depth product and pricing data sheets
· Work closely with management on annual goals, timelines and master plan forecast figures
· Seek potential buyers for excess inventory material
· Solution unique customer inquiries
· Development of company Consignment Program contractual agreement, documents and procedures
· International business research and resolution projects
· Establish multi-language marketing materials
· PowerPoint presentations for meetings and training sessions
· Facilitate and oversee ongoing sales training
· Create preferred supplier data and reference binder
· Coordinate and edit material for company’s new website
· Reconcile executive’s Corporate American Express and personal expense reports
· Calendaring, international & domestic travel arrangements
· Meeting attendance and minutes on executive’s behalf

ADVANCED MORTGAGE: San Jose, CA
January 2003 – April 2008
Office & Operations Manager
· Personal Assistant to Owner/Broker
· Central point of contact for satellite offices in Los Angeles, Stockton and Colorado
· Oversee smooth process for funding $180 million residential home loans annually
· Manage daily schedules and sales leads for all Loan Officers and Jr. Loan Officers
· Create and update MIS reports
· Marketing campaign management and liaison to telemarketing center
· Payroll, bookkeeping and year-end tax preparation
· Provide customer support for clients
· Attend client meetings to Notarize loan documentation
· Projects and help where needed, including outside of expected responsibilities


ROCKEFELLER GROUP BUSINESS CENTERS: San Jose, CA
August 2002 – December 2002
Operations Manager

· Responsible for smooth operation of a 23,000 sq ft multi-tenant business service center
· Coordinate installation of high-speed internet and telecommunications services for customers and staff
· Interface extensively with customers and vendors in providing business support services and facilities management
· [bookmark: _GoBack]Supervise front desk and administrative staff in assuring consistent high quality standards of Rockefeller
· Process moves, adds, changes of tenants and virtual office users on short and long-term contracts in meeting their office space and business services’ expansion and contraction requirements, including contract negotiation of virtual customers
· Facilitate the success of customers by assuring their day-to-day office operational needs are met

SITESMITH, INC. (Purchased by Metromedia Fiber Network ~ MFN, Inc.): Santa Clara, CA
December 1999 – June 2002
Executive Sales Assistant

· Coordinate and attend corporate board of directors, quarterly staff, technical advisory board and all sales related meetings
· Prepare and distribute agendas, summaries and minutes for executive staff and sales team meetings
· Facilitate series B preferred stock financing
· Liaison for corporate attorneys, bankers and financial analysts
· Central point of contact for the Vice President of Sales, sales team and all executive staff
· Extensive travel arrangement coordination (domestic and international), personally manage all scheduling and prepare expense reports for the Vice President of Sales and executive team.
· Maintain confidential information, organizational charts and communications for executive staff and sales team
· Plan and oversee national sales conference and marketing events
· Perform research for special projects, i.e., competitive analysis

HQ GLOBAL WORKPLACES (Purchased by Omni Offices): Sunnyvale, CA
April 1998 – October 1999
Sales & Center Manager

· Ensure smooth operation of multi-tenant business service center comprised of 84 offices
· Coordinate installation of high-speed internet and telecommunications services for customers and staff
· Interface extensively with customers and vendors in providing business support services and facilities management
· Supervise front desk and administrative staff in assuring consistently high quality standards
· Process moves, adds, changes of tenants and virtual office users on short and long-term contracts in meeting their office space and business services’ expansion and contraction requirements, including contract negotiation of virtual customers
· Facilitate the satisfaction of customers by assuring their day-to-day office operational needs were met

HERITAGE VILLAGE EXECUTIVE OFFICES: Campbell, CA
October 1996 – April 1998
Assistant Manager / Administrative Assistant

· Assist in managing and maintaining an executive office building with 70+ companies
· Prepare monthly invoices for over 70+ companies
· Maintain and negotiate vendor contracts and services
· Resolve client complaints regarding maintenance, phone and service issues
· Prepare monthly financial summary analysis reports utilizing ESM/excel software, accounts receivable and bank transactions
· Supervise and create policies and procedures for reception and maintenance staff
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