Wayne Smith
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Profile

A professional manager with diverse skills and extensive experience in both business and social service sectors. Outstanding oral and written communication and presentation skills in English and a good command of French. Self-motivated problem solver; flexible and adaptable team member with leadership skills; strong computer and web skills; highly committed to social justice and a progressive work environment; experienced in advocacy, and comfortable dealing with funders, bureaucrats, boards, members and volunteers.

Career Goal

Seeking an administrative or supervisory position, full or part time, with a non-profit or commercial agency making a real difference to people’s lives, providing opportunities for the fullest use of experience, creativity, and skills in management and communication, and providing opportunities for continuous growth and learning.

Highlights of Skills and Experience

· Experienced in all business management and administration functions

· Flexible and adaptable team member with leadership skills

· Strategic thinker and analytical problem solver

· Strong interpersonal skills, including mediation and facilitation, and commitment to collaborative management

· Outstanding oral and written communication and presentation skills in English and a good command of French

· Strong writer, editor and speaker, experienced in advocacy

· Advanced skills in Microsoft Office applications such as Outlook, Word, and Excel, as well as open source applications such as Open Office 

· Experienced with web applications and graphics software, and social media

· Experienced in event planning, promotion and management

Employment History

Operations Coordinator 







2010 - present

CyberEquality Inc./Free Geek Toronto

Manager of a community technology centre in west end Toronto, collecting old computers and teaching people to refurbish them with open-source software, and ethically recycling the leftover electronic waste.

· Worked on the team that put together the business plan, which won the annual business plan competition of the Toronto Enterprise Fund, securing seed funding

· Supervised the set-up of the facility

· Recruited volunteers and conducted volunteer orientation tours

· Set up business systems for accounting and reporting to the trustee and funders

· Liaised with Ontario Environmental Stewardship program, the principal downstream recycler

· Liaised and consulted with the original Free Geek, the model for the program

Campaign Coordinator







2009 - present

Fair Vote Canada

· Phoned members to promote membership renewal and donations

· Liaised with federal MPs

· Promoted the Declaration of Voters’ Rights through networking and social media

· Conducted the annual election of officers of the Canadian Medical Association 

Manager of Finance & Administration





2006 - 2008

Furniture Bank 

Furniture Bank is a registered charity that collects donated furniture and gives it to refugees and people leaving shelters to set up a home.

Responsible to the Executive Director for all operations of a registered charity and social purpose enterprise, including: sales, marketing, contract management, accounting, human relations and payroll, training, communications, website and IT, fleet management and logistics, shop management, and volunteer coordination.

· Participated in the transition team that took Furniture Bank to financial sustainability

· Assumed primary on-site supervisory role in the absence of a full-time Executive Director

· Instituted weekly staff and volunteer meetings to facilitate communication, build internal sense of community, and deal with problems proactively

· Recruited and trained volunteers to answer phones, developed scripts and procedures to ensure that over 100 incoming phone calls per day were dealt with in a timely and effective manner. Reduced callback times from 2 weeks to 48 hours

· Conducted monthly fundraising sales of surplus furniture, raising approximately $1000 per month and developing public awareness

· Liaised with Toronto Enterprise Fund, producing midterm and final reports and writing two successful applications for funding renewal

· Served as contract manager for major contract with the City of Toronto’s award-winning Streets to Homes project, producing midterm and final reports and writing two successful applications for contract renewal

· Completely updated, revamped and maintained the website; established and maintained online donation capability on website

· Served as spokesperson for Furniture Bank in radio, TV and newspaper interviews

Proprietor 









1992 - 2006

Wayne Neon

· Was responsible for commercial neon sign sales, design and manufacturing

· Wholesale neon production for sign companies

· Artistic neon, with several gallery shows

· Carpentry and set building for film and TV, renovation carpentry

Administration Manager & Controller





1986 - 1992

Anchor Neon Ltd.

· Started as Neon Shop Apprentice; advanced to a journeyman glass blower/tubing bender

· Promoted to Neon Shop Foreman, hired and trained other tubing benders

· Established and became Chair of the Joint Health & Safety Committee; advanced to Company Safety Officer, wrote the company Safety Manual

· Promoted to Office Manager, wrote the company Employee Manual

· Advanced to Administration Manager. Supervised all administration and accounting functions of the company, including purchasing, invoicing, accounts payable and receivable, payroll and human relations, contract management and building management

· Served as contract manager on a million dollar contract to provide all signage for Lester B. Pearson International Airport, Terminal 3

Other Experience

Amnesty International







1997 - present

· Former Chair of the Amnesty International Toronto Organization

· Member of AITO Specialized Teams including: 

· Speakers’ Bureau

· New Technologies (Assistant Webmaster)

· Events & Fundraising

· Economic, Social and Cultural Rights Team

· Member of the AI Urgent Action Network and the AI Artists’ Network

· Chaired a major Regional Meeting conference for AITO

· Prepared and delivered workshops on Economic, Social and Cultural rights to AI conventions

Fair Vote Canada








2000 - present

Fair Vote Canada is a national citizens’ movement for electoral reform.

· Member of the National Council (Board of Directors) of Fair Vote Canada

· Former national President of Fair Vote Canada

· Founding Chair of the Fair Vote Canada Toronto Chapter

· Founding Director of the Fair Vote Ontario Campaign

· Media spokesperson for FVC, appearing frequently on radio and TV

Education & Training

Everest College








2009

· Diploma in Business Administration

Social Economy Centre of the University of Toronto



2007

· Social Economy Certificate

Ontario Institute for Studies in Education





2003

· Advanced Word Processing and Thesis Formatting 

Federal Business Development Bank





1990

· Strategic Planning Certificate
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