
Audrey Pennant-Harrison
1865 NW 107th Avenue, Plantation, Florida 33322
954-474-9691 (H)        954-326-7017 (C)         harriau@bellsouth.net

· ADMINISTRATIVE/OFFICE MANAGER with 15+ years collectively in business operations, client services

      & employee relations/human resources.  Direct supervision of up to 30 personnel.

SUMMARY OF QUALIFICATIONS
· Management of day-to-day operations. 
· Developed and maintained lucrative, long-term client relationships; lead liaison between owner and
      clients.
· Colaborated with Human Resources in candidate selection/staffing, employee communications/relations,
      and assisted with orientations, benefits, and compensation.
· Generated increase in revenue through negotiations, collections and sales respectively.
· Represented company Employee Morale Committee; Organized social events for up to 200+ attendees. 
· Strong written and oral communication.
Consultant / APH Resources Provision, Inc., FL – Since 01/02
Customized employee handbooks and code of ethics for various industries. The instruments are fully loaded with over 80 policies, procedures, benefit explanations, etc., to communicate business expectations and objectives.  

PROFESSIONAL EXPERIENCE
Sales Administrator, Thomas W. Ruff, FL.
03/08 – 03/09

Managed major accounts such as Baptist Hospital, FPL, Caterpillar, Embrear, Broward Community College; additionally managed some government and residential accounts.
· Processed sales of up to $500K utilizing Hedberg software, negotiated payment schedules, collected
      initial deposits in a timely manner, plus prepared all delivery and closing documents.   

· Ensured successful delivery and installation of products from local and international vendors; responded
      to escalated and complex client issues, negotiated solutions, and built long-term customer loyalty.
· Conducted site visits and made recommendation to resolve issues.  This position required excellent
      writing skills and heavy communication with clients.
EXTRA ENGAGEMENTS: Promoted employee morale, assisted in event planning, lead photography 
and publication of social events. 
Administrative Consultant, American Express, FL.




09/04 – 02/08
· Managed the day-to-day administrative functions for MIS department.
· Planned and executed international video conferences, breakfast meetings, luncheons, and department

      festivities.

· Supported upper management with documentation of  technical issues and resolutions of same.
· Constantly edited employee compensation documents and other business processes for US, India and
      other international locations.

· Maintained employee personal file, and assisted with candidate selection.

· Incharge of purchasing and cost savings.
Audrey Pennant-Harrison

Personnel Relations Manager, Cortex Telecom, FL.




09/97 – 01/02

· Incharge of the day-to-day management of the company.
· Planned all social events, plus served on the Employee Morale Team.

· Supervised staff of 5.  In charge of staffing, background verifications, recommendations, and retention

      of valued employees.

· Documented and updated business processes and procedures. 
· Incharge of purchasing and cost savings.

Director of Franchisee Services, Tutor Time Child Care Learning Systems, FL.     01/96 – 05/97

· Liaison between corporate office and 160+ franchise owners.  
· Documented franchisees’ complaints and inquiries so as to mitigate litigation risk, and provided legal
      team with reports of potential exposures.
· Responded to franchisees through written communications under final signoff by legal team.
· Generated a 10% increase in the company’s revenue over a 12-month period, by promptly matching
      franchisees to existing sites.  
· Managed sales collections, completed documents for closing, and negotiated refund schedules.
· Implemented and generated reports connected with franchisees site match and projection of related cash flow.  

· Planned and managed franchisees training programs and arranged major social events offsite.
RECOGNITION:  
-Elected by Principal/CEO to promote employee morale.
-Created and composed the instructional manual for Franchisee Management Training Program.
Personnel & Client Relations Manager, Flatotel International, NYC.                    05/92 – 11/95

· Managed staff up to 30; handled guests' complaints and quality assurance.
· Responsible for pre-screening resumes, conducted initial interviews and recommended qualified
      candidates to the department heads.

· Conducted reference/background checks and completed pre-employment paperwork.

· Maintained personnel files, prepared staff evaluations and assisted in disciplinary measures.
· Attended job fairs; worked with local agencies and organizations to maximize recruitment effort.

· Prepared and updated operation manuals, revised and published employee handbook. 

Office Manager, Robert M. Miller + Associates, NYC.




06/87 – 05/92

· Incharge of the day-to-day management of the firm; managed staff of 2.
· Conducted background verifications, recommendations of new hires, and retention of valued employees,
      plus completion of pre-employment paperwork. 
· Incharge of purchasing major office equipment, supplies, with emphasis on cost savings.  Also
      managed cash and check deposits.

EDUCATION AND TRAINING
· Keiser University, Ft. Lauderdale, FL. 
Associates of Arts Degree in Hospitality Management (Honors Graduate)
· Barry University, Miami, FL. 
Society for Human Resource / Certification of Completion 

· St. Johns University, NYC. 
Business Writing / Certification of Completion
SKILLS: Microsoft Word, Excel, PowerPoint, Outlook, Oracle-Author, QuickBooks, HedBerg, and Lotus Notes.
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