                                                                   Dario N. Darius

                                                61-40 Saunders Street, Rego Park, NY

                                                                  347-420-1866

                                                               dnd5578@aol.com                                                                    

SUMMARY: Dynamic and high profile professional with a thorough knowledge of all facets pertaining to a company’s financial operations. Maintain a proactive approach in problem solving. Computer skills include PowerPoint, Visio, Excel, and MS Word.

EXPERIENCE:                                                                                                                                  
Philip Morris International                                                              08/07-06/08                             

Customer Service Manager

Implement office protocols and polices to increase efficiency and productivity in the areas of Administration, Personnel (including recruiting), and Information Technology. 

Manage administrative staff and conducted regular performance reviews

managed the office administrative budget

Liaise with Chief Executive Staff to maintain and manage recruitment and other corporate HR procedures.

Maintain accurate inventory of all necessary office supplies

Identified improvements in the administrative and operational procedures

Maintain travel, sick leave, and vacation records

Ensure that all HR data held is accurate

Responsible for recruiting vacancies through several channels and to circulate all applications on a weekly basis to the appropriate line manager 

Identifying new and creative ways to source value clients including: directories, contact lists, database leads, internet resources and personal networking 

Recognizing and expanding upon changing seasonal/market conditions 

Attending industry related functions to increase networking opportunities while gaining valuable knowledge.

FIRST TRANSIT INC.                                                                         08/03-07/07   

Customer Service Supervisor

managed the multi-million dollar contract investments, annual budgets and year-end accruals of multiple projects and priorities. Analyzed, executed, communicated, maintained and distributed financial data and management reports of budget status and competitive performance trends to select management and proper channels.

Scheduling meetings and handle all travel arrangements for firm

Calendar and email management for executives, Phone coverage Process expense reports

Create and update PowerPoint presentations for current and prospective client meetings; scan and format creative images in PhotoShop

Coordinate all annual conferences, Plan organize and coordinate all client and employee functions including parties held both inside and outside of the office-

Served on the Employee Activity Committee and assist in the planning and coordination of various company activities.

Assist in office management and order supplies as necessary

Oversaw and communicated all project initiatives, details and status. Created and generated support and approvals of projects with select management, project team and clients.

Coordinated with senior management on a weekly basis regarding recruitment of new employees. Scheduling of lunches and breaks for customer service agents. Implemented new training manual for new trainees. Call monitoring for current agents.
DELTA AIRLINES                                                                               08/01-06/03
Customer Service Manager

Coordinate the station Manager complex schedule (both personal and business) 

Arrange all travel logistics 

Handle heavy telephone and email inquiries from high level executives and clients and respond as appropriate 

Prepare routine and advanced correspondence including letters, emails, and reports 

Assist with some personal errands and projects 

Coordinate with the staff of the Family Office on management of and coordination with various properties and companies 

A wide degree of creativity and latitude is expected. 

Working with multiple households and their staff, coordinating staff 

Scheduling drivers 

Handle personal finances 

Day to day errands 
TECHNICAL SKILLS: Microsoft Word, Excel, Word Perfect, Lotus, Nova time, Lexis-Nexis, Equifax, Access and AS400

EDUCATION:

Berkley College, Major   B.A. International Business                                           

LANGUAGES; Fluent in Creole/Fluent French
