Michael Horton
Somerville, MA 02143
mijhorton98@gmail.com
(617) 869-1215
WORK EXPERIENCE
Boston Collaborative Drug Surveillance Program (BCDSP) 	December 2020–Present
Director of Administration / Treasurer	
· Managing accounting tasks such as paying bills, submitting invoices, reconciling bank statements
· Implementing new processes in a 60-year-old company, i.e., rebranding, website design, writing workflows to ensure uniformity and clarity in all aspects of the company
· Submitting and tracking research papers for publication
· Coordinating with vendors that provide services to the company or property
· Creating and executing legal documents, internally and externally, i.e., employee handbook, grants and contracts, scientific curriculum vitae, benefits negotiation, etc.
Watermark Donut Company	March 2019–July 2020
HR Coordinator (Position eliminated)	
· Supported Director of Human Resources during investigations by participating in interviews, taking notes, and providing written records of the investigations
· Assured compliance in legal matters, such as child labor laws, OSHA, unemployment, and federal and state signage
· Monitored quality and maintenance of records in HR database
· Acted as back up to receptionist in times of absence
· Coordinated meetings and off-site training
· Drafted documents, forms, correspondence, and policies such as the employee handbook
Omni Hotels and Resorts	June 2018–March 2019
Front Office Associate 	
· 2018 Omni Service Champion
· Clearly communicated hotel policies and procedures
· Explained all hotel amenities
· Confirmed specifics of stay to preemptively address potential discrepancies, such as length of stay, bed type, payment method
· Resolved guest complaints within company parameters 
· Balanced multiple demands in time-sensitive environments
Target Starbucks	July 2017–June 2018
Team Lead/Store Manager
· Communicated with team members regarding workplace expectations
· Fostered consumer bonds to ensure repeat business
· Organized backroom and supplies to create successful workflow
· Prioritized sales floor and team lead responsibilities to support team members and boost customer satisfaction
· Completed administrative support for front line business support
SKILLS
Proficient with Opera, Google Suite, Microsoft Office, Excel, Google Docs, Adobe Creative Suite (Photoshop, Illustrator, In-Design, Creative Cloud, etc.), Bluehost, ADP, Benefits Administration
