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 _____________________________________________________________________________________

Accomplished and integrity driven leader with over 20 years varied experience in administration & management, customer sales & service and production operations. Ability to lead and motivate employees in fast paced environments. Familiar with all aspects of business operations including Human Resource concerns, payroll, production, sales and administrative functions as well as some database and network functions. Ability to make sound operational and logistical decisions. 
CORE PROFESSIONAL STRENGTHS
	Team building

Human resources

Policies & procedures develop.
Staff training & development
Payroll Processing/Reporting
	Problem solving

Customer Service Mgt./training

Supplies & Materials Mgt.

Accounts Payable & receivables

Inventory/Supply purchasing
	Employee motivation/incentives
Sales & Marketing

Research & development

Mailing Campaign Mgt.


PROFESSIONAL EXPERIENCE
Labor Law Poster Service, Lansing, MI                                                        1999-current
  General Operations Manager

· Oversight of as many as 165+ employee operation in four separate departments (Customer Service, Data Processing, Shipping and Call Center). Responsibilities include Administration, Human Resource Policies and Procedure development, hiring and training of new employees, payroll, and oversight of multiple computer network and company phone systems. Successful networking with company’s’ vendors and consultants across the continental U.S. Increased production by 30% in shipping department by changing workflow and implementation of new procedures. Instituted new incentives and products which resulted in increased sales varying annually from 3% to as high as 17%. 
American Financial Technologies, Lansing, MI                                            1997-1999 

 Corporate Operations & Sales Manager

· Management of 25 outside sales representatives while effectively managing 3 internal departments (sales, service/technical support, and telemarketing), efficient database administration (Access system), Payroll and all Human Resource issues/responsibilities and sales reporting. Reduced employee turnover by 10% and sales increased by 25% in 2 years.
Rocky Mountain Water Co, Escondido, CA                                                   1997 (4 months)
  Sales Route Manager  

· Moved to head of collections/sales department from delivery as a result of excellent work

        ethic, and efficiently and effectively reclaiming lost company assets and customer debts. Increased   collection efforts which decreased overall company accounts receivables by 10%.
Mission Hospital, Mission Viejo, CA                                                             1995-1997
 Surgery Department Instrument Technician

· Responsibilities included processing, sterilizing, and set up of surgical instrumentation

       with a specialization in orthopedics: received an “Excellence in Service” award from an

       Orthopedic Doctor on staff.  
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E.W. Sparrow Hospital, Lansing, MI                                                                 1981-1995
  Laundry Department Supervisor (1993-1995)

·       Effectively managed a staff of 25 or more people in 3 areas of the hospitals Laundry Department:

      Washroom/linen room, press/fold room and distribution. Increased annual production by 20%.
  Materials Management Clerk (Surgical Liaison) (1989-1993)

· Reorganized/restructured processes between purchasing and Surgical departments resulting in improved communication and service provided to all departments serviced.  
· Restructured/reorganized the archived medical records system and organization of stored equipment resulting in more timely request responses with better retention and accuracy of records. 
·  Recipient of multiple “Excellence in Service” awards from the various hospital departments serviced.
  Central Supply Technician (1986-1989)

·    Responsible for the cleaning, sterilization and distribution of surgical equipment, handled

   Operating room case preparation and was department Safety Officer.

Food Service Worker (1981-1986)

·     Prepared fresh food products for distribution, delivered meals to patients, various dish room and custodial duties.
EDUCATION
Spring Arbor College, Lansing, MI           

             Coursework for BA Management/Human Resources
Spirit Life Bible College, Irvine, CA

             Graduated 1997-Ministerial & Biblical Studies

Lansing Community College, Lansing, MI

              General/Business 

PROFESSIONAL TRAINING AND SKILLS
Proficient in Microsoft Office, including Word, Excel and PowerPoint. General understanding of database networks. General understanding of construction, building and maintenance with use of power tools and equipment (including plumbing, tiling, framing, drywall, carpentry, painting and landscaping).  Numerous leadership and self improvement classes completed.
Additional interests and community involvement
Served 2010-2016 as Deacon on the church board at Mount Hope Church in Lansing, MI.  
Served on Board of Elders of Mount Hope Church in Lansing, MI 2010-2017.
Coached New Covenant Christian School Girls High school soccer team 2008 & 2009 seasons.
References available upon request
