Jolene Persad
Mobile: 604 440 2835| Email: JoleneHassonPersad@outlook.com



PROFESSIONAL SUMMARY

Detail-oriented and highly organized administrative professional with experience in office management, finance coordination, sales administration and customer service. Proficient in coordinating operations, managing documentation and managing high-stakes projects for organizations. Adept at supporting teams to enhance efficiency. Skilled in fostering efficient work environments and contributing to organizational success.




PROFESSIONAL EXPERIENCE

Project Administrator
Aecon Group Inc. l March 2025 – Present
· Submit and help with the creation of project billing.
· Coordinate and prepare job packages including locates, permits and materials.
· Monitor accrual report and follow up on outstanding items.

Assistant Admin Manager
M&P Mercury Sales Ltd, Burnaby | September 2022 – March 2025
· Oversee office operations, including vendor communication, mail distribution, customer service and showroom organization.
· Manage sales administration process for new, brokerage and pre-owned boats, ensuring compliance and accuracy in purchase agreements.
· Process transactions in IDS system, track customer deposits and refunds.
· Process deal closures and prepare biweekly commissions for the sales team.
· Prepare and send out weekly Customer Satisfaction Index (CSI) scorecard and sales scorecard, ensuring continuous process improvement.
· Maintain CRM system, assigning leads and updating records.
· Prepare and coordinate brokerage documentation and seller payouts.
· Organize company events, such as annual staff day celebrations and team milestones.
· Manage website and inventory updates.
· Support hiring activities, including job postings, interviews and reference checks.
· Manage compliance with industry certification requirements, including Boating Industry’s Top 100 Dealers and MRAA’s 5-Star Dealership standards.	

Staff Accountant
M&P Mercury Sales Ltd, Burnaby | November 2020 – September 2022
· Conducted bank reconciliations, petty cash management and month end reporting.
· Prepared invoices, managed accounts receivable and processed customer deposits.
· Reconciled credit cards and vendor accounts, ensuring accurate and timely payments.

Finance Coordinator
Entrée Destinations, Vancouver | April 2019 – February 2020
· Managed accounts payable and receivable in a fast-paced environment.
· Prepared monthly bank and credit card reconciliation reports.
· Reviewed and resolved discrepancies in contract costing sheets.
Accounts Receivable Clerk
A&W Food services of Canada, North Vancouver | December 2015 – September 2018
· Ensured project and fee cheques were deposited and updated equipment databases accurately.
· Complied weekly revenue reports, monitoring operational revenue.
· Performed balance sheet reconciliations and managed deposit accounts.
Accountant
Gemcom Software International (now Geovia), Vancouver | May 2011 – August 2012
· Managed biweekly cheque runs and wire transfers, ensuring timely payments.
· Handled accounts receivable and prepared journal entries.
· Conducted bank reconciliations and weekly cash flow forecasts.

Reporting and Process Accountant
AXA Insurance, Dublin, Ireland | December 2008 – January 2011
· Maintained fixed asset records, including monthly depreciation and reconciliations.
· Conducted balance sheet monitoring and investment reporting.
· Key SAP business user, helping to resolve process issues and defects.

Finance Trainee
Whirlpool SSC, Dublin, Ireland | September 2005 – September 2008
· Managed general ledger tasks, bank reconciliations and financial reporting.
· Processed loans, swaps and accruals for the holding companies
· Handled account payable, receivable and intercompany accounts for the French market
· Ensured efficient internal controls and audit compliance.



EDUCATION AND CERTIFICATION

· FCCA Status attained | April 2015
· ACCA Membership (Association of Chartered Certified Accountants) | February 2010
· BA (Hons) International Business Studies (2:1) | University of Ulster, Coleraine, N. Ireland | June 2004
· Diploma in Area Studies | Université Montesquieu, Bordeaux IV, France | June 2003
· Fundamentals of Income Tax Level 1 | H&R Block Tax Academy | December 2018



SKILLS

· Administrative: Vendor management, event coordination, customer service, office management
· Financial: Accounts receivable/payable, bank reconciliations, reporting
· Software: Microsoft Office (Excel, Word, PowerPoint), CRM system, IDS, SAP, NetSuite, SunSystems
· Language: Proficient in French (spoken and written)



ADDITIONAL SKILLS

· Attention to detail and ability to manage multiple priorities.
· Strong communication and teamwork skills.
· Experience in staff engagement initiatives and company culture development.



REFERENCES

Available upon request.
