Jamil Andrei Tolentino

647-915-7102 | tolentinojamill@gmail.com

PROFESSIONAL SUMMARY

Lead Hand with one year of experience at Fisher Coating in production coordination, material handling, inventory,
shipping and receiving, and customer communication. Skilled in QuickBooks, Microsoft Excel, Google Workspace,
forklift operation, order tracking, and workplace safety. Holds a Diploma in International Business and professional
certificates.

PROFESSIONAL EXPERIENCE

Lead Hand - Fisher Coating | 2025 - 2026 (1 year)

¢ Coordinate daily production tasks and help assign work to keep orders on schedule.

* Support coworkers on the floor, monitor workflow, and follow quality and safety procedures.
e Track orders, inventory, and materials using QuickBooks, Excel, and Google Workspace.

* Handle shipping and receiving, prepare orders, and operate a forklift and material-handling equipment.
* Communicate with customers about order updates and project status.

* Take accurate measurements and use chainsaws and other tools when required.
Customer Service & Warehouse Associate - Canadian Tire | 9 months

¢ Assisted customers with product questions and service requests.

* Supported warehouse operations, stock handling, and order preparation.

Business Operations Assistant / Store Management - Family-Owned Business, Philippines | Early
Career Experience

e Supported daily store operations, customer service, inventory, orders, and records.

» Coordinated with employees and assisted with scheduling and payroll administration.

* Resolved customer concerns and supported basic administrative and financial tasks.

WEBSITE DEVELOPMENT EXPERIENCE
R-VENT HVAC Solutions, Inc. - Company Website | 2026

 Built and launched a responsive company website presenting HVAC services, projects, and a request-a-quote
contact section.

* Connected the custom domain rventhvac.com and configured the site for GitHub Pages.
Casa Verde Taytay - Booking Website & Business Systems Project | 2026
 Built and deployed a booking website for a family-operated accommodation business.
* Implemented reservation availability, online payments, confirmations, and an administrative booking workflow.
¢ Configured integrations using Supabase, PayMongo, GitHub, and Render with Al-assisted development.

EDUCATION
Diploma in International Business - Centennial College

TECHNICAL & PROFESSIONAL SKILLS

QuickBooks | Microsoft Excel | Google Workspace | Data Entry & Reporting | Customer Service | Team Coordination |
Inventory Management | Order Tracking | Shipping & Receiving | Payroll Administration | Administrative Support |
Basic Accounting | Forklift Operation | Workplace Safety

CERTIFICATIONS

Google Project Management | Google IT Support | Google Data Analytics | Google Al Essentials | Coursera
Bookkeeping | Forklift License | Class 5 Driver's License

Standard First Aid Certification




