Sandra O. Barry

37 Sedgewick Avenue
Bluffton  SC  29910

843-757-4293 (h)

843-540-9007 (c)


Employment History

Amerifirst Direct




October 2008 to present

Hilton Head, South Carolina

Administrative Assistant

Responsible for maintaining appointments, processing monies and transactions, uphold filing system and answering multi-line phone system.  Assist customers with timely responses to their questions, update data records and make follow-up phone calls to set or confirm appointments.  
Occtane Group, LLC
 and



March 2006 to September 2008
Plover Management, LLC                                                 Business Closed
Hilton Head Island, South Carolina

Director, Finance and Administration

Serve as Director, Finance and Administration for both companies.  Responsible for establishing and implementing financial reporting methods that include accounts payable and receivable, weekly management reports and cash flow projections.  Coordination of employee benefits, personnel records and bi-weekly payroll.  Organized and executed an in house payroll system that supports multiple state payrolls.   Composed company Employee Handbook and assisted in the development of policy.  Act as Assistant to Office of the President/CEO with administrative responsibilities including purchasing oversight.
Criterium-Turner Engineers  


September 2004 to April 2005
Goffstown, New Hampshire

Finance Manager

Responsible for creating and implementing company’s first operating budget in its 11 year history.  Established new financial reporting methods both internally and with franchise offices.  Created personnel record and benefit administration protocol.  Reviewed and revised sub-contractor timesheets and accounting procedures.  Researched and placed into operation a more professional written report presentation. 

New Hampshire Institute of Art


September 1996 to July 2003
Manchester, New Hampshire

Vice President for Operations

Responsible for campus-wide facility operations including renovation, repair and improvements.  Development of technology and communications plan, execution and IT support.  Establish general maintenance program, HVAC support, and staff management.  Supervise ancillary retail program including college bookstore purchases, sales, student lounge and food services and facility rentals.  Maintain personnel records, payroll processing and benefits administration.  Responsible for establishing and monitoring of budgets in all three areas.  
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Supervised construction of Institute Library and the upgrade and renovation to Institute Bookstore during fiscal year 2002.  Responsible for project management of 1.7million dollar renovation of Fuller Hall in fiscal year 2000.  Supervised renovation and relocation to Institute Hall during fiscal year 1998.  Early employment impacts include complete revision of Institute’s financial reporting, creation of personnel policies, introduction of computer services and upgrade of telecommunications system.
Camco Inc.





May 1985 to September 1996

d/b/a Dunkin’ Donuts and 

Manchester Realty Co.

Manchester, New Hampshire

Administrative Manager

Served as Administrative Manager for both companies.  Responsible for personnel management, bookkeeping services and benefits administration.  Accounting obligations include the processing of weekly payroll for approximately two hundred and fifty full and part time employees, the presentation of quarterly and year end reports and the completion of Profit and Loss statements.  Initiate relationships with state benefit offices and private firm human relations representatives for the coordination of health and social benefits.  Maintain personnel records.  Oversee purchasing of office equipment and supplies.  
Act as Assistant to Office of the President with general responsibilities including the scheduling of meetings and business travel.  Previous responsibilities included employee orientation and training coordination, store management and general product sales.  As store manager, was responsible for all areas of personnel and business management.  Attended multiple courses in areas of profit and production training at company affiliated university.
Education

New Hampshire Institute of Art

2001  Certificate in Interior Design

Hesser College, Manchester NH

1981- fall semester

Certifications and Licenses

Notary Public, State of South Carolina
Affiliations

Hilton Head Symphony Orchestra, Volunteer, 2005-2008
Goffstown Area High School Citrus Bowl Spirit Team, Fundraising Coordinator, 2002

American Lung Association of New Hampshire, Volunteer, 1997-2002
Girl Scouts - Swift Water Council • Member, Board of Directors 1998-2000 • Service Unit 
   Manager, Town of Goffstown 1993-1996 • Troop Leader 1991-1995
Morgan Estates Condominium Association, Vice President 1996-1998

Greater Manchester Chamber of Commerce Leadership Program, Class of 1996

Friends of the Manchester Animal Shelter Capital Campaign 1996

Goffstown Pop Warner Cheerleading, Team Mother, 1995-1996
REFERENCES for Sandra O. Barry

Russell Johnsen, Owner 

Occtane Group, LLC

PO Box 21477

Hilton Head Island  SC  29925
843-298-4558
russ@occtane.com
John Turner, Owner

Criterium-Turner Engineers PLLC

67B North Mast Street
Goffstown NH  03045

603-497-3137

john@engineernh.com
Karen Burgess Smith, Director

Lamont Gallery

Phillips Exeter Academy

20 Main Street

Exeter  NH  03833

603-777-3361

kbsmith@exeter.edu
Robert Shea, Director of Campus Events

Saint Anselm College

100 Saint Anselm Drive

Manchester  NH  03102

603-641-7273

rshea@anselm.edu
Andrew Svedlow, Dean

College of Performing & Visual Arts

University of Northern Colorado

Guggenheim Hall Room 204

Campus Box 30

Greeley  CO  80639

970-351-2515

Andrew.svedlow@unco.edu
