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PROFESSIONAL SUMMARY

Accomplished Corporate Office Manager with 10 years of extensive
experience in streamlining operations, enhancing productivity, and
leading teams. Proven track record in implementing effective
strategies to optimize resources and drive business growth.
Committed to fostering a collaborative workplace culture that
supports organizational objectives and employee development.

WORK EXPERIENCE

 Apr / 2019-Ongoing



Corporate Office Manager

Maple Leaf Consulting Toronto, ON

1. Developed and managed efficient office and facility systems for
optimal operations.

2. Oversaw property and utility management for over 35,000 sq ft of
office space.

3. Supervised reception and maintenance teams to ensure seamless
daily operations.

4. Conducted research, managed bids, and negotiated contracts to
optimize office resources.

5. Provided direct support to the President and five executive team
members.

6. Handled confidential information with discretion and professionalism.
7. Coordinated travel arrangements and managed expense reporting

processes.

 Apr / 2015-Apr / 2019



Corporate Office Manager

Cactus Creek Solutions Phoenix, AZ

1. Managed corporate office operations for a right-of-way company
overseeing multiple pipeline projects.

2. Actively participated in executive decision-making and strategy
development.

3. Oversaw payroll, benefits coordination, and accounts payable
processes.

4. Ensured compliance with financial regulations and accurate
reporting.

5. Served as a liaison for customer service and stakeholder
communications.

6. Managed accounts receivable, payable, and collections effectively.

EDUCATION

 Apr / 2012-Apr / 2015



Bachelor of Business Administration

State University Santa Monica, CA

Focused on management and organizational behavior.

SKILLS

Vendor Relations

Creative Thinking

Sales Support

Marketing Coordination

Social Media Management

Quality Assurance

INTERESTS

 Gaming  Fashion

 Film  Technology

STRENGTHS

 Fairness  Flexibility

 Forward-thinking  Gratitude

LANGUAGES

80%

English

80%

Japanese

80%

Polish

ACHIEVEMENTS

Implemented a new office management

system that improved operational efficiency

by 30%.

Reduced office supply costs by 20%

through effective vendor negotiations.

Spearheaded a team training initiative that

resulted in a 25% increase in employee

productivity.
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