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509-B 67th Ave North
Myrtle Beach, SC 29572
843-855-3521

 carmstrong11@aol.com

Accomplishments  
  Received Star Performers Award for Outstanding Job

Performance, Received Employees of the Month Certificates,
 Received numerous

Perfect attendance Certificates.

Summary of Qualifications  
Fast leaner, ability to easily adapt to new situations and can be counted on to get the job done accurately and

efficiently.

Professional Experience 

Staffing Coordinator/Recruiter

· In charge of managing staff (up to 100 workers per event) 
· Interviewing and testing job applicants

· Scheduling and promoting job opportunities temporary and permanent 

· Process Payroll 

· Negotiate salaries and open position with new clients

· Solicit new business

· Enforce all company Policies and Procedures
· Titles include employment, recruitment/placement specialist, administrative assistant/human resources coordinator

Lead Quality Control Agent/Travel Consultant/Troubleshooter
· Made reservations for domestic and international destinations as part of a team handling 120 million dollar per year account

· Served as Lead Agent to other staff members including troubleshooting and resolving problems to customer satisfaction in a timely and efficient manner

· Coordinator group travel for 100 plus passengers

· Reviewed all reservations made by approximately 80 agents for accuracy to ensure adherence to quality control standards

· Trained new agents in handling according to office policies.

· Processed exchanges, voids and refunds
· Input new traveler personal profile information

· Saved company money in debt memos
  Account Coordinator    
· Served as Corporate Contact for over 50 different accounts
· Build relationships with stores through outbound calls are designated frequencies by account as well as responding to any inbound calls/request
· Assist in the collections of schedule dates from contractors
· Review/process invoices from contractors in the respective alignments for all accounts following the company payment procedures.

· Communication with stores Contractors changes, system updates.

· Contractor compliance also setting up new contractors. 
Assistant Manager
· Implemented, delegated and performed all functions related to operating a restaurant efficiently.   
· Interviews hired and trained staff and created a team unity among workers.
· Handled all financial responsibilities including cash sales, charges and payroll. 
· Planned, coordinated and organized banquets and staff members.
· Maintained inventory of supplies, food and liquor, ordered as needed

· Managed and scheduled bar and service staff/served as bartender.  
· Ensured staff maintained multiple workstations in neat, clean and orderly manner
· Account receivable and accounts payable.

Office Support    

· Assisted Insurance Representative in scheduling appointments and typing documents.

· Produced and analyzed policy logs sheet and generated financial reports.
· Handled heavy volume of alphabetical and numerical filing/operated switchboard.

Employment History

IHT Staffing 2006-Present

Carolina General Financial 2006

Account Coordinator Horizon National Contact Services Red Bank NJ 2002-2006

Lead Quality Control Agent/Travel Consultant/Troubleshooter, American Express

Tinton Falls, NJ 1998-2002

Service Bookkeeper World Jeep, Eatontown, NJ 1995-1998

Manager/Bartender Olde Union House Red Bank, NJ 1995-1997

Assistant Manager Sals Tavern Red Bank, NJ 1992-1994

Office Support Liberty Mutual Red Bank, NJ 1991-1992

  Education    Various classes and certificate programs for ongoing professional development including Quality Control /Quality Control short cuts(2001) Introduction to Amadeus/Moving to Amadeus/Amadeus training (2000)

  International faring (1999), Certified Travel Agent/Moving t Apollo/Apollo

  viewpoint (1998), Microsoft Word, Excel, knowledge of lotus notes. Graduate

  Middletown High School North, Middletown, NJ

