Office Lead

PROFESSIONAL SUMMARY

A proactive Office Lead with 5 years of experience in optimizing
office workflows and enhancing team collaboration. My expertise
includes resource management, process improvement, and
administrative oversight, enabling me to drive operational
efficiency. | am passionate about fostering a positive work
environment that empowers teams to achieve their best.

WORK EXPERIENCE

Office Lead
Pineapple Enterprises

# Jun/2021-Ongoing
K Santa Monica, CA

1. Processed invoices for payment, ensuring timely and accurate
financial transactions.

2. Developed a new check-in/check-out system, significantly
increasing patient load and reducing wait times.

3. Created informative brochures on patient illnesses to enhance
understanding and support.

4. Took full responsibility for staffing, training, scheduling, and
customer service to optimize operations.

5. Managed cash register operations and handled invoicing
efficiently.

6. Filed and processed credit applications, improving loan
approval speed.

7. Reviewed sales orders for accuracy, ensuring data integrity and
timely processing.

Office Lead

Cactus Creek Solutions

#3 Jun/2020-Jun /2021
X Phoenix, AZ

1. Performed various medical office duties to support daily
operations.

2. Balanced safe and maintained accurate financial records.

3. Managed cashier bags and ensured accurate cash handling.

4. Prepared and balanced bank deposits to maintain financial
integrity.

5. Maintained a clean and organized work area to promote
efficiency.

6. Filed delivery reports to ensure accurate inventory tracking.

EDUCATION

e Jun/  Jun/

Bachelor of Business
2019 2020

Administration
University of Phoenix
Focused on management principles and business operations.

X Toronto, ON
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CHARLOTTE HARRIS

Los Angeles @ www.qwikresume.com

SKILLS

Office Supplies Management
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Performance Evaluation

Client Relations
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Task Delegation

Strategic Planning

H

INTERESTS

% Blogging il History
® E-sports % Hiking
STRENGTHS

O Assertiveness | ¢ Originality

% Motivation

LANGUAGES
80% 80% 80%
English Japanese Russian

ACHIEVEMENTS

Z‘ Implemented a new check-in/check-out
system, reducing patient wait times by
30%.

‘& Developed and distributed patient
education materials, improving patient
understanding of procedures.
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