
Mary O'Connor
O F F I C E  M A N A G E R

resumeviking.com/templates/ 1515 Paci,c AveL 9os AngelesL CA 02U01L dniteS (tates 45)17 -5)3D212

Details
friving license

Full

Place ob hirty

(an Antonio

Nationalitw

American

Profile
(easoneS OBce Manager xity tye ahilitw to cultivate strong husiness relationsyips anS leaS 

proSuctivitw. Kringing borty U2 wears ob e perience streamlining husiness swstems anS managing 

a large volume ob oBce personnel. Jnoxn bor Semonstrating superior interpersonal skills anS 

in—uencing clear anS e•ectual communication hetxeen emplowees.6 Eager anS reaSw to hring mw 

knoxleSgeL e pertiseL anS passion to anotyer companw. 

Employment History
Oce Mangnr ,BMutli ,ManIgl gnge BM.geJBMs ,y CMSIlC
qune U215 z Present

% RecruiteSL superviseSL anS leS a sta• up to Q2L ensuring tyorougy training anS con,Sence in 

inSiviSual xork.6

% felegateS anS monitoreS clerical anS aSministrative tasks to increase xork —ox.6

% Kuilt an e•ective team ob xorkers tyat increaseS customer satisbaction hw setting values ob 

@ualitw anS acknoxleSging anS rexarSing emplowees bor outstanSing xork anS cyallenges 

con@uereS.

% Ma imi|eS proSuctivitw hw Seveloping an atmospyere ob open communicationL axarenessL anS 

constant improvement.
% InterviexeS applicants anS yireS nex @uali,eS sta• memhers tyat contrihuteS to companw 

success.

% InitiateS purcyase orSer re@uests anS leS sta• perbormance to meet tye neeSs ob clients.

Oce Mangnr ,BMb ioCMSFgyl,telIFgBMs ,y CMSIlC
qune U21D z qune U215

% ManageS anS coacyeS several oBce emploweesL anS assigneS anS evaluateS6 xorkloaSs to 

ensure proSuctivitw.

% 6fesigneS anS implementeS yelpbul oBce processes anS policies.6

% ReviexeS anS maintaineS all venSor contractsL oBce e@uipmentL online sobtxareL anS supplw 

inventorw.

% PromoteS a yealtyw xork environment bor all emplowees hw overseeing anS mentoring internal 

oBce relationsyipsL anS utili|ing e•ective communication anS prohlem solving skills.
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% CoorSinateS anS conSucteS perbormance reviexs anS operations to guarantee top husiness 

wielS anS hest3e•ort results.

P,FglMOce Mangnr ,BMsIiiMd,FLtelIFgyBMvFtIyhIii 
qanuarw U212 z qune U21D

% ManageS bront Sesk operations anS customer interactions.6

% AnsxereS pyonesL createS meeting itinerariesL scyeSuleS appointmentsL anS maintaineS 

oBce calenSar anS nex customer log.

% dtili|eS e cellent prohlem solving skills to ensure 1228 customer satisbaction.

% MeasureS emplowee perbormance anS proSuctivitw.6

% (treamlineS swstems anS processes to increase eBciencw anS overall husiness operations.

% MeSiateS emplowee SisputesL encouraging a positive anS yealtyw environment.
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Education
unef iF,MFmMSFTTtgIenlIFgyBMNf MSFii r MFmMw RMHFef ii BMw RMHFef ii 
qune U221 z qune U225

DIrfMbefFFiMpIkiFTnBM.FgnMDIrfMbefFFiBMw RMHFef ii 
August 100- z Maw U221

Skills
juickhooks

9eaSersyip (kills

(trong Communication (kills

MotivateS AttituSe

Languages
Frency Englisy
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