Angela J. Radka


                                                                     358 Chambers Rd, Lot 105, Horseheads, NY 14845                

                                                                             (607) 767-7977           aradka@stny.rr.com

OBJECTIVE                      Position with an organization that offers employees an opportunity to 

                                             advance within the organization.
EDUCATION                    Corning Community College, Corning, NY

                                             Associate of Science, Business Administration
                                             GPA 3.58  (4.0 = A)

HONORS AND                  *  Dean’s list, one semester
ACTIVITIES                     *  President’s list, three semesters
                                             *  Secretary -  Accounting and Business Society
                                             *  A.S.E. certified  “Automotive Service Consultant”
SUMMARY OF                 *  Over 10 years management experience in automotive parts and
QUALIFICATIONS              service.
                                            *   Customer oriented – provide high-level customer satisfaction.
                                            *   Strong organizational, clerical, and office skills – computer

                                                 literate.
                                            *  Self starter, able to manage time and meet deadlines.
EXPERIENCE                  Service Advisor, Ferrario Auto Team, Elmira, NY

                                             May 2011 to Present

*  Schedule customer vehicles for repairs, provide written estimates,

     dispatch work, and finalize repair orders. Work closely with parts     department in acquiring necessary parts.
                                             Parts Manager/Service Advisor, Clifford Motors, Watkins Glen, NY
                                              December 2000 to October 2009, Oct. 1982 to Nov. 1990
                                            *  Managed a 3-station computer network that linked data between  
                                                departments.
        *   Coordinated the ordering, receiving, invoicing, stocking, and
                                                 distribution of parts. Monitored parts inventory.
                *   Generated customer service work orders and dispatched work to 
                     service technicians. Finalized invoices & processed warranty claims.
      References available upon request
