Sandra Domanico
Nepean, ON K2J 6Y5
sandradomanico27@gmail.com | 613-804-6995
Ontario-based | Available for Full-Time Remote Work

Professional Summary
Customer-focused professional with 7+ years of experience delivering high-quality administrative and client support in fast-paced, remote, and hybrid environments. Skilled in managing customer communications, resolving inquiries efficiently, and maintaining accurate digital records. Adept at using CRM systems and productivity tools to ensure seamless service delivery and data integrity. Recognized for strong problem-solving, professionalism, and an ability to maintain composure and accuracy under pressure.

Core Competencies
· Customer Service & Client Support
· Communication (Phone, Chat, Email)
· Problem Resolution & Complaint Handling
· Data Entry & CRM Management (Asana, GoHighLevel, HRIS)
· Transaction Verification & Record Maintenance
· Multitasking in High-Volume Environments
· Microsoft Office & Google Workspace
· Remote Work Efficiency | Confidentiality | Accuracy

Professional Experience
Client Care Coordinator (Remote)
Virtual Xposure – Real Estate Marketing Platform
Feb 2025 – Oct 2025
· Delivered responsive client support via email and chat, ensuring timely and accurate communication.
· Managed and updated client records in CRM systems (Asana, GoHighLevel), improving data reliability.
· Addressed client inquiries, resolved issues, and provided clear information on products and services.
· Streamlined customer workflows and reporting processes to enhance satisfaction and efficiency.
Scheduler (Remote/Hybrid)
Total Communication Environment (TCE) – Ottawa, ON
Sept 2024 – Present (Part-Time)
· Communicate with multiple teams to coordinate complex schedules and service requests.
· Maintain centralized, up-to-date client and operational information with accuracy.
· Support leadership with documentation, call coordination, and administrative correspondence.
Executive Administrative Assistant to Executive Director (Remote/Hybrid)
Shared Services Canada – Ottawa, ON
Nov 2017 – May 2025
· Served as a key point of contact for internal and external communications.
· Managed a high volume of email correspondence and calendar requests with precision.
· Prepared professional documentation, reports, and client communications.
· Maintained confidential records and ensured accurate data management in HR and CRM systems.
· Collaborated across departments to resolve issues quickly and deliver consistent support.
Office Manager & Client Support
Young Drivers of Canada – Ottawa, ON
Jan 2020 – Oct 2022
· Provided front-line customer service through phone and email, addressing inquiries and complaints.
· Maintained customer accounts and scheduling systems to ensure smooth operations.
· Supported management in coordinating client transactions, billing, and follow-up communications.
· Delivered reliable administrative and client service support in a busy office setting.

Education
Business Administration – Marketing
Algonquin College – Ottawa, ON

Technical Proficiency
Microsoft Office Suite (Word, Excel, PowerPoint, Outlook) | Google Workspace | Zoom | Microsoft Teams | Asana | GoHighLevel | CRM & HRIS Systems | Data Management & Reporting Tools

Key Highlights
· Strong experience managing customer inquiries and records across multiple digital platforms.
· Proven ability to handle high volumes of communication while maintaining professionalism and accuracy.
· Skilled at problem-solving and ensuring customer satisfaction through effective communication.
· Trusted by leadership for reliability, confidentiality, and attention to detail.

