Laura Hawkins
Edmonton, AB | laurahawkins7807070639@outlook.com | 780-707-0639
	HIGHLIGHTS 


· Excellent multi-tasking abilities with the skills required to oversee a large amount of administrative work while answering phones, completing orders, and communicating with both staff and customers
· Proficient in computer environments and with a variety of programs including Microsoft Word, Excel, PowerPoint, and Outlook
· Team oriented individual who is able to contribute to a positive team dynamic while also able to maintain a high level of productivity when working independently
· Demonstrated decisive leadership abilities with experience interviewing, hiring, training, scheduling, evaluating job performance, disciplining, and supervising employees

	ORGANIZATIONAL & TECHNICAL SKILLS


· Created staff scheduled according to employee availability and business needs
· Developed marketing ideas such as coupons for local teachers to give to students for good behaviors
· Completed regular performance review for staff to provide both positive feedback and constructive criticism as needed
· Organized and submitted all necessary daily, weekly and monthly reporting and paperwork, including purchase orders, operations updates and bank deposits

	COMMUNICATION & INTERPERSONAL SKILLS


· Managed staff through day-to-day operations ensuring customers receive unparalleled customer service
· Created positive work environment for employees
· Maintained open communication between customers, employees, suppliers, and other stakeholders
· Trained and mentored all staff and new employees

	EMPLOYMENT EXPERIENCE



Manager/Assistant Manager/Lead Gas Bar Attendant		2010 to 2021
North Central Co-op Gas Bar, Edmonton, AB 

	Tickets & Certificates



	Conflict Resolution:
Getting Along in the Workplace
	Workplace Harassment:
What It Is and What to Do About It

	Canadian Hours of Service Program
	Fatigue Management for Supervisors and Drivers

	Transportation Operations: Dispatcher
	Critical Elements of Customer Service



	EDUCATION 



Bookkeeping and Accounting Technology
MacEwan University, Edmonton, AB

Computer Training Levels 1 & 2
ReTrain Canada, Edmonton, AB

General Educational Development
Vancouver, BC
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