MICHAEL ALAN BISHOP

8607 CARLSBAD LANE
LANSING, MI 48917

PHONE: 517-775-4916


CAREER OBJECTIVE

I wish to utilize my skills and talents with the purpose of enhancing both the growth and stability of an established thriving company.  I will utilize true leadership and strong work ethic to achieve both personal and corporate success.

EDUCATION

2000
BACHELOR OF ARTS, MANAGEMENT/HUMAN RESOURCES (PROGRAM COMPLETION NOVEMBER 2000), SPRING ARBOR COLLEGE, LANSING, MI

• Successfully completed all program requirements, minored in mathematics

1995-1997
MINISTERIAL AND BIBLICAL STUDIES, 

SPIRIT LIFE BIBLE COLLEGE, IRVINE, CA


• Emphasis in youth and young adult care, music worship

1984-1993
GENERAL BUSINESS, LANSING COMMUNITY COLLEGE, LANSING, MI


• Completed prerequisites for an Associates Degree
WORK EXPERIENCE

1999-PRESENT GENERAL OPERATIONS MANAGER, 
MANDATORY POSTER AGENCY

DBA: LABOR LAW POSTER SERVICE, LANSING, MI

• Directed as many as 165 employees in four separate departments (customer service, data processing, shipping and telemarketing).   Maintained data and phone systems, weekly timekeeping and payroll, ordering of supplies, materials and products, successfully network with vendors and consultants across the continental U.S.  Responsible for oversight of all management personnel  
1997-1999
CORPORATE OPERATIONS MANAGER, 

AMERICAN FINANCIAL TECHNOLOGIES, LANSING, MI


• In charge of 25 sales representatives, effectively managed 3 departments (sales, installation/technical and telemarketing), efficient database administration – Access system, payroll, accounting, and telemarketing
1997-1998
SALES ROUTE MANAGER, ROCKY MOUNTAIN WATER CO., ESCONDIDO, CA


• Moved to head of collections/sales department from delivery as a result of excellent work ethic, advanced the poorly managed department to efficiently and effectively reclaiming lost company assets

1996-1997
SURGERY DEPARTMENT INSTRUMENT TECHNICIAN, 

MISSION HOSPITAL, MISSION VIEJO, CA


• 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

1993-1995
LAUNDRY DEPARTMENT SUPERVISOR, 

E.W. SPARROW HOSPITAL, LANSING, MI


• Effectively managed a staff of 25 people in the hospitals three laundry departments: washroom and linen, press/fold room, and distribution
1989-1993
MATERIALS MANAGER (SURGICAL LIAISON), 

E.W. SPARROW HOSPITAL, LANSING, MI

• Duties included ordering and distributing supplies to surgical depts.  Acted as liaison between Materials Management/Purchasing and CSS/Surgical depts., Medical Transcription, Medical Records, X-ray, Cardiovascular, and Sleep lab departments.  Stored, retrieved and archived medical records and equipment; managed and maintained the 10,000 sq.ft. off-site records warehouse.  Received several "Excellence in Service" awards from various hospital departments.
1986-1989
CENTRAL SUPPLY TECHNICIAN, E.W. SPARROW HOSPITAL, LANSING, MI


• Responsible for the cleaning, sterilization and distribution of surgical equipment, handled operating room case preparation, Safety Officer
1981-1986
DIETARY DEPARTMENT AID, E.W. SPARROW HOSPITAL, LANSING, MI


• Prepared fresh food products on a belt line, delivered meals to patients, various custodial duties
INTERESTS, ACHIEVEMENTS & FUNCTIONS
• Deacon and member of official church board at Mount Hope Church

• Proficient in Filemaker Pro and Access data systems, as well as Microsoft Office Word and Excel programs with some experience with PowerPoint.
• Excels at customer service, organizational skills, problem solving, visualization and networking, have an extremely strong work ethic, can work well under pressure, not distracted by deadlines, but rather, am efficient in meeting them

• Enjoy working independently and/or as part of a team environment
• Recipient of 4 letters of recommendation from E.W. Sparrow Hospital management/admin.
• Received several “Excellence in Service” awards for outstanding customer service 

• Gained departmental appreciation for recognizing and correcting workplace hazards

• Coached daughters High school soccer teams (and basketball teams – when younger)
• Volunteer for various community functions, such as helping with food outreach programs for the homeless in Lansing

• Hobbies include woodworking and home improvement projects

• Youth leader at local church

• Basketball fanatic – watch it, play it (true sports enthusiast!)
REFERENCES – upon request
