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CLEMMIE AAMODT, MBA


11813 Lancashire Drive


Tampa, FL 33626








CLEMMIE AAMODT, MBA


11813 Lancashire Drive


Tampa, FL 33626





Membership


Development 


The Greater Wesley


Chapel Chamber


of Commerce


Wesley Chapel, FL	 2009


Responsible for the recruitment of new Cham�ber members.


Developed and executed Membership Drive.


Created marketing materials.


Increased Chamber’s membership and recogni�tion in the community.





Senior Office 


Administrator


ICON Clinical Research,


 Ltd.


Schiphol-Rijk, NL	 2006 - 2008


Member of the local management team.


Supported clinical research, human resources, information technology and finance depart�ments based throughout Europe. 


Managed and negotiated vendor contracts. Car fleet and parking leases were kept  at current price levels with better payment conditions for ICON.


Controlled budget for administration depart�ment. Monitored and maintained quality within the administration department to acceptable ISO standards. 


Reduced the number of help tickets by institut�ing pro-active office management. 


Recruited higher quality cleaning service, and improved building management to conform to ICON’s quality and safety standards.


Prepared financial information including payroll, invoices, purchase orders and expense approvals.


Delivered new employee orientations and for planning office-wide events and meet�ings.





Wrote administrative policy manuals and collaborated with other departments to revise policies.


Supervised and coordinated complex clinical office expansion project. Received multiple awards for performance during this process.


Offered the position of Regional Office Manager in March 2008. Declined opportunity as a result of the family’s pending relocation to Florida.








Certified Family Care Consultant


Project Management Bureau TAPS


Alkmaar, NL                                                 2005 - 2006


Created a web-based handbook for training and certification of family health care consultants.


Assessed and managed family care situations for clients throughout the geographic region. 


Coordinated appropriate health care services with various outside agencies and resources.


Developed relationships with city, regional and for-profit health care organizations to optimize client care. 


Researched legal options and mediated between employers and employees to create positive outcomes for program participants.


Built and maintained a professional network and actively marketed this new business concept throughout the region.








Sales Associate – Part Time


Wals Poelier





Bloemendaal, NL	2003 - 2005


Provided sales assistance in this specialty store to area customers.


Implemented a new marketing concept that resulted in a 3-fold increase in Christmas sales.  Received company bonus as a result.


Reorganized shelving to provide improved access to supplies by all employees, which led to increased staff productivity.
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Operations & Finance 


Manager / Principal


Midwest Law Printing


Company


Chicago, IL	1990 - 2003


Supervised general office management and financial administration, billing and collection, marketing as well as human resource management for staff of eight employees.


Implemented effective cost, performance and operations management procedures. Maintained contact with clients, vendors, landlord, accountant and attorney.


Optimized business processes using staff, technology, cash flow, materials and workspace at maximum efficiency.


Negotiated a five-year profitable contract with the federal court in Chicago.


Increased profit margin to 31% by renegotiating prices for materials and leasing modern equipment.


Created promotional materials and business correspondence. Participated in industry trade shows.


Provided financial documentation and guided company through due diligence and sale at market value.








Financial Accounting Manager


Netherlands Chamber of 


Commerce in the USA


Chicago, IL	1984 - 1990


Computerized and managed detailed accounting and office administration for the three U.S. offices and Dutch corporate clients.


Assisted with the organization of high profile events such as trade missions.
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Energetic and Efficient


Office Operations Manager





Saving valuable economic resources by optimizing 


business processes 





Leave the 


Office to Me!








	ICON Recognition


	Awards


 














	           Company


	           Improvement Award





Computer/special skills





STRENGTHS





Testimonials


 





Master of Business Administration 


Lake Forest Graduate School of Management, Lake Forest, IL


Bachelor of Arts in Social Welfare


Kohnstamm Akademie, Amsterdam, NL





education





Exceptionally organized, thrifty and possesses strong project man�agement capabilities.


Persistent in follow-up and follow-through.


Common sense and creative approach to problem solving and decision making.


Acts independently with sound business judgment and enjoys a challenging, multi-tasking and diverse work environment.


Reliable, hardworking and enthusiastic team player and aims to make things work today, tomorrow, and in the future.





”I bought Midwest Law Printing from Clemmie who was the owner of the company at the time. She was instrumental in putting the deal together and helping me with the transition. She is extremely strong in administration, accounting, human resources, negotiations and management of contracts. In addition, she is extremely creative and collaborated with me in creating new marketing programs for the firm. Her MBA combined with her real life work experience of owning a business should be a great asset for any company.”





� HYPERLINK "http://www.linkedin.com/profile?viewProfile=&key=21210805&noCreateProposal=true&goback=%2Eprf_en*4US" �Manish Shah�, owner Midwest Law Printing











MS Word, Excel, PowerPoint, Access, Publisher and WordPerfect


Peachtree accounting software, A/P, A/R, G/L, payroll, billing and collections


Bilingual in English and Dutch


Knowledge of French and German





CLEMMIE AAMODT, MBA


11813 Lancashire Drive


Tampa, FL 33626


Home: 813-749-6211


Mobile: 813-546-9541


clemmieaamodt@hotmail.com


http://www.linkedin.com/in/


clemmieaamodt








Educated and competent office operations manager with deep financial experience and the ability to coordinate complex projects. Many years of successful U.S. and Europe-based administrative support, implementing policies & procedures processes, purchasing & vendor negotiation, per�sonnel management, and marketing assistance.





Reduced the number of help tickets by 26% by instituting pro-active office management. (ICON)





Increased profit margin to 31% by renegotiating prices for materials and leasing modern equipment. (Midwest Law Printing)





Professional summary
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