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PROFESSIONAL SUMMARY

Visionary Office & Administrative Services Manager with over 10 years of progressive experience optimizing business operations, enhancing workflow efficiency, and leading high-performance teams across corporate, healthcare, and R&D environments. Expert in strategic planning, vendor negotiation, expense control, and process automation. Recognized for reducing overhead costs, implementing scalable systems, and delivering measurable operational improvements.
   
CORE COMPETENCIES

· Strategic Operations Management 
· Office Administration 
· Process Optimization
· Team Leadership & Training 
· Procurement & Vendor Relations 
· Data Analysis & Reporting
· Executive Support
· Budgeting & Cost Control
· Workflow Automation 
· Inventory & Asset Management
· Document Management 
· Regulatory Compliance 
· Event & Schedule Coordination
· Project Management 
· Stakeholder Communication 
· Confidential Records Management
· Confidentiality & Compliance


PROFESSIONAL EXPERIENCE
Executive Assistant/Office Administrator (R&D) DECIEM Inc., Toronto, ON    Apr.2023 – Mar. 2025
· Revolutionized R&D material/sample tracking for real-time accuracy; optimized inventory/storage for enhanced accessibility/compliance.
· Managed critical instrument calibration and documentation, ensuring equipment reliability.
· Enhanced employee onboarding process to improve team engagement and retention.
· Managed lab/R&D supply procurement and expenses; achieved aa 20% reduction in supply delays via proactive vendor management.
· Provided strategic administrative support to Legal, Finance, and Global R&D; reported KPIS/NPD costs with zero discrepancies.
Achievement
· Coordinated 10+ high-impact corporate events and facilitated key stakeholder meetings.
· Negotiated vendor contracts, achieving significant overhead cost savings and reducing supply costs by 15% annually.
· Streamlined workflows (e.g., documentation, invoicing, patient data), boosting efficiency by up to 70% and cutting invoice processing time in half. Implemented a Digital Document Management System.

Office Administrator/Quality Control, DECIEM Inc., Toronto, ON 		Aug. 2022- Mar. 2023
· Managed raw material and bulk product inventory, ensuring accurate documentation and integration of data.
· Created invoices and purchase orders, tracked supplies, and organized documents in digital archives.
· Enhanced operational efficiency by coordinating with internal departments and external vendors.
· Improved product quality by maintaining accurate COA records and performing systematic quality checks.

Administrative Manager, Cardiacare Diagnostic Services, Toronto, ON          May 2022 – Aug. 2022 
· Accelerated recruitment 2x faster; optimized patient experience via redesigned workflows and improved scheduling accuracy.
· Led an 8-person admin team and implemented cross-training (40% service coverage increase).
· Secured 15% annual savings on medical supply procurement through negotiation.
· Managed patient data integration and ensured stringent confidentiality protocols.
Achievement: Managed and cross-trained administrative teams (up to 8 staff), improving service coverage by 40%. 
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Office Administrator, Capital Plumbing and Heating, Toronto, ON 		Jan. 2022 – May 2022
· Streamlined office operations, records management, and project tracking.
· Implemented a Digital Document Management System for improved efficiency.
· Optimized invoice processing and account reconciliation; automated routine tasks, boosting overall efficiency by 70%.
Achievement: Recommended and implemented software solutions (e.g., Jobber), yielding a projected 60% profit increase. 

Quality Inspector, Cosmetica Laboratories Inc., Toronto, ON 		         Mar. 2019 – Nov.2021 
· Documented production activities and communicated findings to leadership.
· Ensured packaging accuracy and quality standards compliance; conducted inspections and sampling.
· Collaborated cross-functionally to resolve quality issues and maintain consistent product standards.
Achievement:
· Resolved 95%+ of pre-distribution quality issues; enhanced safety protocols, increasing compliance by 25%. 
· Managed budgets, expense reporting (100% accuracy), and account reconciliation; secured a 20% reduction in supply delays. 

Front Desk Receptionist & Office Coordinator, Guardian Pharmacy, Scarborough, ON Feb. 2016 – Jan.2017
· Delivered exceptional customer service and managed patient records/scheduling.
· Streamlined patient data management using e-clinical software.
· Ensured a professional and welcoming front office environment.

EDUCATION
Master of Arts, Women's College
Bachelor of Arts, Karim City College 
Office Administration, CJ College
People Management & Health and Safety, Canadian Red Cross & CIMT College
Communicating in the Canadian Business Environment, Centennial College

CERTIFICATIONS

· Business Analysis
· GMP Knowledge and Training
· Advanced Microsoft Office Skills
· Medical Software Proficiency
· Google Certified Trainer 
· HR & Management Certifications, SHRM-CP & HRCI
· Certified Positive Psychology Coach
· Data Analysis and Business Analysis
· Human Resource Management Safety and First Aid
· Communicating in the Canadian Business Environment


COMMUNITY ENGAGEMENT
Model School Parent Ambassador, Saint Margaret's Public School, TDSB     2016 – Present
· Key liaison between families and school administration, fostering parental engagement and contributing to school council.
Administrator, Resource Centre at East Scarborough Storefront




