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PROFESSIONAL SUMMARY

With a decade of experience as a Work Coordinator, I excel in
orchestrating complex workflows and enhancing operational
efficiency. My expertise lies in resource management, team
coordination, and ensuring compliance with industry standards. I
am driven to leverage my strategic vision and problem-solving skills
to facilitate seamless project execution and contribute to
organizational success.

WORK EXPERIENCE

 Mar / 2018-Ongoing



Work Coordinator

Maple Leaf Consulting Toronto, ON

1. Collaborated with sales teams to facilitate accessory installations
for new customers post-sale.

2. Coordinated repair schedules and appointments for guests,
enhancing customer satisfaction.

3. Managed the loaner vehicle fleet, optimizing utilization while
minimizing damages.

4. Maintained clear communication with guests regarding repair
timelines and expectations.

5. Conducted detailed inspections of right-of-ways to assess
maintenance needs.

6. Assisted in developing bid packages and work manifests to
streamline project execution.

7. Analyzed operational workflows to identify and implement
efficiency improvements.

 Mar / 2015-Mar / 2018



Work Coordinator

Cactus Creek Solutions Phoenix, AZ

1. Oversaw a team of 6, managing workloads and ensuring accurate
attendance tracking.

2. Coordinated daily activities for clients in residence, enhancing
service delivery.

3. Supported adults with disabilities in vocational and habilitation
settings, fostering independence.

4. Collaborated with stakeholders to establish annual work goals for
clients.

5. Maintained comprehensive records, ensuring compliance with
regulatory requirements.

EDUCATION


Mar /
2012

-
Mar /
2015



Bachelor of Science in Business
Administration

State University Portland, OR

Focused on management principles and operational efficiency.

SKILLS

Networking Skills

Compliance Knowledge

Team Building

Stakeholder Engagement

Process Mapping

INTERESTS

 Home Brewing  Wildlife
Conservation

 Running  Public Speaking

STRENGTHS

 Willingness  Wisdom

 Zeal  Ingenuity

LANGUAGES

English French Mandarin

ACHIEVEMENTS

Increased team productivity by 25%
through streamlined processes and
effective resource management.

Successfully managed over 50
projects, ensuring timely
completion and adherence to
budget constraints.
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