TOWN OF DAVIE
OFFICE OF THE TOWN ADMINISTRATOR

MEMORANDUM
TO: Mayor and Councilmembers
FROM: Thomas Willi, Town Administrator

DATE: December 28, 2000

SUBJECT: Confirmation of Town Clerk

Pursuant to Charter Section 6(e)(1), the Town Council shall confirm the Town
Administrator's appointment of a Town Clerk. | am requesting that Council confirm my
appointment of Russell Muniz as the Town Clerk and have attached his resume for your
consideration.



RUSSELL C. MUNIZ

20816 MW 17 Soeer ® Pembroke Pines, Flomida 33029 #9540 4353402 & Emal: Russhe@Bellsculs Mo

OBJECTIVE

To obein 3 challenging, and rewarding management position which will
dlow me to fully unlize my edueation and expedence for career
advancement.

SUMMARY OF QUALIFICATIONS
= Strong organizational, management, and leadeship skills
s Budget analyss and secommendation experience.
= Excellent analytical, prolilem solving, and cuswomer service skills.
= Abiliry 1o coordinate and execute multiple projeces.
®  Exceptiona] written and verbal communicaton technigues.
= Proficiency with M5 Word, Excel, Access and other widely used
COMPULEL PIOETANLE.

WORK EXPERIENCE

1995 = Present  City of Pembroke Pines Pembaoke Pises, FL

Permeir Supervirar

® Managed a sraff of 14 data enuy and service emplopees and was
responsible for all adminismarive duekes.

= Improved office efficiency 1o allow consistent production with fewer
staft membes.

= Implemented a Just-In-Time inventory oodering svstem.

1994 — 1995 Suncoast Savings Pembecke Tises, FL
Yewdor Curtomer Service Reprevensative

o Chpened new acoounts, and processed customer queries.

= Croas-sold bank produces and secvices.

1987 - 1994 Apple Bank for Savings New Yook, NY
Operations Yupersdsar
» Promoted five times in seven yeus.

® Heporting to the Assistant Vice-President, oversaow the daily Dperation
of a highly active branch office conssting of 16 membess.

EDUCATION

B.5.. Burwers and Pm_,":'ﬂ.';!#n'f.l'ﬂﬂnagrmrmr, foaz
Mowva Southeastem University, Davie, FL

M.B.A,, Berners Adwinisiration, 1998
Mova Southeastemn University, Davie FL



