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	Ramona K. Gawlik

	Professional Highlights
	Franchise & Product Development:

· Assist in the buying, selling and ownership transferring processes 
· Geographic Site Surveys – to determine market saturation & availability of new development opportunities
· Weekly Sales Analysis Reports for 3 Geographic Regions of Texas

· Vendor & Customer Relations – set up meetings for new product presentations
· Created & Maintained Quarterly Sales Comparison Reports

· New Product Research, Development and Implementation – persuaded franchise owners to invest in and market new Fruizle product line, introduced new concepts to franchisees at quarterly meetings and worked in conjunction with vendors 
· Attended Subway National Convention (Reno, Nevada) 

Meeting & Even Planning:

· Organized and facilitated several seminars 

· Created proposals, Annual Business Plan, Power Point Presentations

· Strong communicational / interpersonal skills - Maintained contact with clientele / informed of upcoming events 
· Public Speaking – conducted quarterly meetings and product training seminars
· Meeting Presentations – presented quarterly market sales reports to local franchisees
Computer Proficiency:

· Microsoft Office, WordPerfect, Lotus 1-2-3
· Industry Specialized Software: AliOffice
· Web Page Design – PageBuilder, HTML
· Computer Literate – experience with all Windows versions, DOS, MAC
· Compiled / updated records and charts on a regular basis

Bookkeeping:

· Processed accounts payable / receivable (for 15 Franchise Locations)

· Tracked petty cash 

· Created  Profit & Loss Statements and Sales Projections for potential bank loans
· Weekly Payroll Information Gathering (for 15 Franchise Locations)
Human Resource Management: 
· Interviewed potential employees, created personnel files

Advanced Office Automation Skills:

· Operated various office equipment - Copy, Fax, Machine Operations, Scanners, Ten Key by Touch, Type 65 wpm
· Customer Service / Communication Skills - Telephone Techniques & Voicemail
· Set-up and operated new office equipment /Installed new computer software

· Created & Updated Spreadsheets, Forms, Designed and edited new brochures and manuals
· Received / distributed office mail 



	Employment History
	Franchise Office Manager
	Subway Development Office

Corpus Christi, Texas
	1/1998 – 5/2000

	
	Desktop Editor
	PCC, Portland, Texas
	9/1997 – 1/1998

	
	Bookkeeper
	Affordable Business & Tax Solutions Portland, Texas
	Summer 1995

	
	Clerical Aid
	Gregory Portland ISD, Portland, Texas
	8/1994-5/1995

	Education
	BA Political Science
	Texas A&M University 
Corpus Christi, Texas
	Expected Graduation: May 2004


