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Profile

A professional manager with diverse skills and extensive experience in both business and social service sectors. Outstanding oral and written communication and presentation skills in English and a good command of French. Self-motivated problem solver. Flexible and adaptable team member with leadership skills. Strong computer and web skills. Highly committed to social justice and a progressive work environment. Experienced in advocacy, and comfortable dealing with politicians, bureaucrats, boards, members and volunteers.

Career Goal

An administrative or supervisory position with a non-profit or commercial agency making a real difference to people’s lives, providing opportunities for fullest use of experience, creativity, and skills in management and communication, and providing opportunities for continuous growth and learning.

Highlights of Skills and Experience

· Experienced in all business management and administration functions, including sales, marketing, invoicing, purchasing, accounts payable and receivable, job costing, human resources and payroll, facilities management, and logistics.

· Flexible and adaptable team member with leadership skills.

· Strategic thinker and analytical problem solver.

· Strong interpersonal skills, including mediation and facilitation, and commitment to collaborative management.

· Outstanding oral and written communications and presentation skills in English and a good command of French.

· Strong writer, editor and speaker, experienced in advocacy.

· Advanced skills in MS Office applications such as Outlook, Word, Excel.

· Experienced with accounting software such as Quickbooks.

· Experienced with Client Relationship Management software such as Salesforce.

· Experienced with payroll software such as Ceridian Powerpay, ADP, Comcheque.

· Experienced with web applications and graphics software such as HTML, Dreamweaver, Photoshop. Experienced with social media such as blogs, Facebook, Twitter.

· Productive skills and experience with glass blowing, carpentry, sheet metal, electrical, plumbing, heating, ventilation and air conditioning. Familiar with tolls and techniques. Experienced at dealing with contractors.

· Broadcasting skills and experience—writing, editing, producing, directing. Excellent radio voice. Poised and articulate on-air personality.

· Professional musician (flute, saxophone, guitar, percussion), singer and songwriter, arranger, bandleader. Experienced with sound recording and editing.

· Experienced at event planning, promotion and management.

Employment History

Operations Coordinator 







2010 - present

CyberEquality Inc./Free Geek Toronto

Manager of a community technology centre in west end Toronto, collecting old computers and teaching people to refurbish them with open-source software, and ethically recycling the leftover electronic waste.

· Worked on the team that put together the business plan, which won the annual business plan competition of the Toronto Enterprise Fund, securing seed funding

· Supervised the set-up of the facility

· Recruited volunteers and conducted volunteer orientation tours

· Set up business systems for accounting and reporting to the trustee and funders

· Liaised with Ontario Environmental Stewardship program, the principal downstream recycler

· Liaised and consulted with the original Free Geek, the model for the program

Campaign Coordinator







2009 - present

Fair Vote Canada

· Phoned members to promote membership renewal and donations

· Liaised with federal MPs

· Promoted the Declaration of Voters’ Rights through networking and social media

· Conducted the annual election of officers of the Canadian Medical Association 

Manager of Finance & Administration





2006 - 2008

Furniture Bank 

Furniture Bank is a registered charity that collects donated furniture and gives it to refugees and people leaving shelters to set up a home.

Responsible to the Executive Director for all operations of a registered charity and social purpose enterprise, including sales, marketing, contract management, accounting, human relations and payroll, training, communications, website and IT, fleet management and logistics, shop management, and volunteer coordination.

· Participated in the transition team that took Furniture Bank from the brink of extinction to financial sustainability.

· Assumed primary on-site supervisory role in the absence of a full-time Executive Director.

· Maintained organizational and management continuity under four different Executive Directors during two-year transition period.

· Instituted weekly staff and volunteer meetings to facilitate communication, build internal sense of community, and deal with problems proactively.

· Developed, in collaboration with drivers and helpers, a piecework compensation plan to deal with ongoing payroll and workload problems.

· Recruited and trained volunteers to answer phones, developed scripts and procedures to ensure that over 100 incoming phone calls per day were dealt with in a timely and effective manner. Reduced callback times from 2 weeks to 2 days.

· Established procedures for ongoing inspection and maintenance of delivery and pickup trucks.

· Conducted monthly fundraising sales of surplus furniture, raising approximately $1000 per month and developing public awareness.

· Obtained an entire woodworking shop full of professional quality equipment, fully equipping FB internal furniture repair shop, while making a profit on the surplus equipment.

· Liaised with the Social Purpose Enterprise Network of Toronto, connecting Furniture Bank with the social economy community.

· Liaised with Toronto Enterprise Fund, producing midterm and final reports and writing two successful applications for funding renewal.

· Served as contract manager for major contract with the City of Toronto’s award-winning Streets to Homes project, producing midterm and final reports and writing two successful applications for contract renewal. 

· Recovered lost FB website from Internet archives. Completely updated, revamped and maintained the website.

· Established and maintained online donation capability on FB website.

· Developed an email list of over 300 supporters of the organization and kept them up to date on events and developments.

· Implemented new menu-based phone system, recorded and maintained phone greeting menu.

· Implemented and maintained online payroll system through Ceridian.

· Implemented online credit card payment system for donors and customers.

· Served as spokesperson for Furniture Bank in radio, TV and newspaper interviews.

Proprietor 









1992 - 2006

Wayne Neon

· Commercial neon sign sales, design and manufacturing.

· Wholesale neon production for sign companies.

· Artistic neon, with several gallery shows.

· Carpentry and set building for film and TV.

· Renovation carpentry.

Administration Manager & Controller





1986 - 1992

Anchor Neon Ltd.

· Started as Neon Shop Apprentice.

· Advanced to a journeyman glass blower/tubing bender.

· Promoted to Neon Shop Foreman, hired and trained other tubing benders.

· Established and became Chair of the Joint Health & Safety Committee.

· Wrote and implemented Control Programs for hazardous materials, mercury and lead.

· Developed regular safety inspection protocol.

· Advanced to Company Safety Officer. Wrote the company Safety Manual. 

· Promoted to Office Manager. Wrote the company Employee Manual.

· Advanced to Administration Manager. Supervised all administration and accounting functions of the company, including purchasing, invoicing, accounts payable and receivable, payroll and human relations, contract management and building management.

· Served as contract manager on a million dollar plus contract to provide all signage for Lester B. Pearson International Airport Terminal 3.

· Took over the function of Controller, maintaining an integrated computer accounting system and producing job costing reports and general ledger monthly and yearly trial balance.

· Led the company successfully through two external audits, by PST and GST.

· Led the company through a successful court challenge by the Ontario Ministry of Labour.

Other Experience

Amnesty International

· Member of Amnesty International since 1997 

· Former Chair of the Amnesty International Toronto Organization

· Member of AITO Specialized Teams: 

· Speakers’ Bureau

· New Technologies (Assistant Webmaster)

· Events & Fundraising

· The Amnesty Café

· Economic, Social and Cultural Rights Team

· Member of the AI Urgent Action Network and the AI Artists’ Network

· Chaired a major Regional Meeting conference for AITO.

· Prepared and delivered workshops on Economic, Social and Cultural rights to AI conventions.

· Served as Chief Returning Officer for the Amnesty Canada 2008 AGM.

· Wrote the Constitution of the Amnesty International Toronto Organization.

Fair Vote Canada

Fair Vote Canada is a national citizens’ movement for electoral reform.

· Member of the National Council (Board of Directors) of Fair Vote Canada.

· Former national President of Fair Vote Canada.

· Founding Chair of the Fair Vote Canada Toronto Chapter.

· Founding Director of the Fair Vote Ontario Campaign. 

· Media spokesperson for FVC, appearing frequently on radio and TV.

· Met frequently with MPs, MPPs and party leaders and officials.

· Wrote and delivered a presentation to the Ontario Select Committee one Electoral Reform.

· Wrote and delivered a presentation to the Ontario Citizens’ Assembly on Electoral Reform.

· Wrote the Chapter bylaws of the FVC Toronto Chapter, and Sample Bylaws for new chapters.

· Served as Chief Returning Officer for the FVC Toronto Chapter 2008 AGM.

Education & Training

· University of Toronto - completed two years in English Language & Linguistics (degree not complete)

· Social Economy Centre of the University of Toronto – Social Economy Certificate Program

· Federal Business Development Bank - Strategic Planning

· Ontario Institute for Studies in Education - Advanced Word Processing and Thesis Formatting 

· Ontario Ministry of Labour - Joint Health & Safety Committees

· Ontario Ministry of Labour - Hazardous Materials Assessment 

· St. John's Ambulance First Aid

Other Activities

· Musician, singer, composer and arranger, member of AFM Local 467

Performed professionally with many diverse artists and musical groups, including:

Musicians

· Holly Cole

· Mary Lou Fallis

· Jeff Healey

· Taborah Johnson

· Pat Labarbera

· Louise Pitre

· Jackie Richardson

· David Sereda

· Cash Wall

· Jackie Washington

· Ken Whitely

Festivals and theatre companies

· Beaches Jazz Festival, Toronto ON

· Kempenfest, Barrie ON

· Lighthouse Festival Theatre, Port Dover ON

· Privateer Festival, Liverpool NS

Bands

· The Axes of Evil

· The Fred Grant Squares

· Gordon’s Acoustic Living Room

· The Mississauga Big Band Jazz Ensemble

· Patio Dave & the Lanterns

· The Skymasters

· The Wee Stinky Band

· Whitney Smith’s Big Steam Band

· Artist, working in neon, glass, and metal. 

Numerous gallery showings in collaboration with the well established Canadian glass artist Pattie Walker, including:

· John B. Aird Gallery, Toronto ON

· Canadian Clay & Glass Gallery, Waterloo ON

· Harbourfront Power Plant Gallery, Toronto ON

· Myers-Roschar Gallery, Stoney Lake ON

· Syllogy Gallery, Toronto ON

· Manager of the Badgers, a mixed, slo-pitch softball team in the Toronto Arts League.

2 of 5

