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Cassandra Marcus
	Summary of qualifications
	Type 70+ wpm, 10-key by touch, very computer literate, multi tasking, detail oriented, excels in high stress levels

	Education
	2020 – 2024
UTSA
San Antonio,TX
Business Administration/Management
Received Bachelors

	Professional experience
	5-2025-Present             APS/Arizona Public Service     Phoenix, AZ

Power Market Scheduler

Schedule energy and natural gas for day ahead trading market.

10-2015-5-2025             Marathon Petroleum/Tesoro     San Antonio,TX
Senior Distribution Scheduler/Scheduler III/Advanced Scheduler
Monitor and maintain suggested fuel levels in numerous locations across the country.  Plan, schedule and dispatch drivers to locations. Knowledgeable in TMW, CRM and PDS systems. Assist customer service, supply and audit departments in find a solution to challenges.

Moved to scheduling and managing Petroleum Coke inventory for West Coast Oct 2022.

2-2016- 8-2017              Yoga Pulse Studio                         Mesa, AZ

Yoga Instructor/General Manager 

Teach yoga classes to clients. Interview, hire and train all teaching and administrative staff. Purchase and prep all smoothie bar products. Maintain and update schedule in Mindbody scheduling application. Process all payroll for hourly and performance-based employees.
10-2015-6-2017             Western Refining/Tesoro                  Tempe, AZ

Product Distribution Coordinator – this company moved to SA
Monitor and maintain suggested fuel levels in numerous locations across the country.  Plan, schedule and dispatch drivers to locations. Knowledgeable in TMW, CRM and PDS systems. Assist customer service, supply and audit departments in find a solution to challenges.
1-2006-10-2015              City of Phx Police Dept                   Phoenix, AZ

911/Radio Operator

Assist citizens when they dial 911 or Crime Stop for their information or emergency needs. All calls are entered into CAD by keystroke entry.  Keep calm and utilize my skills acquired through training to handle all emergency situations.  Dispatch police officers and keep units status correct via CAD, in the event of officer emergency, get immediate assistance and track viable information via radio transmissions.  Train new employees for both radio and/or 911.  Teach yoga for the workstation class to all new employees while they are in the 911 academy. Recipient of APCO/NENA Telecommunicator of the Year 2013 and NICE Finest Telecommunicator of the Year 2013.

10-2002 – 10-2005          Construction Inspection & Testing   Tempe, AZ

Commercial job controller/Lead Dispatcher
Schedule inspections for field personnel.  Answer scheduling questions to superintendents in the field.  Data entry of schedules, billing, tracking of status of jobs and miscellaneous reports.  Direct line of communication between technicians in the field, client superintendents and CIT office personnel.  Attend pre construction meetings for commercial project with client, subcontractors and city inspectors. Produce all reports for all pre-construction phases of commercial projects.  Mark plans on status of inspections starting at earthwork phase ending in post tension slab inspections.  Produce all certification letters for engineers review and signature.  Bill all commercial projects on progress billing.
4-2002 – 10-2002           Heating & Cooling Supply              Phoenix, AZ

Counter/Inside Sales

Assist A/C contractor office and field personnel with equipment and parts sales.  Inside assistance for outside salespeople.  Data entry, process all warranty parts and equipment claims through Rheem (brand of A/C we distribute).  

1999 – 2001
Service Experts/Lennox Retail
Mesa, AZ

Site Manager

Direct Air Conditioning Service and Installation Company on a daily basis. Perform yearly performance reviews for all field and office employees.  Handle any customer disputes. Perform quarterly inventory and analysis.  Design and track daily profit performance utilizing Microsoft Excel. Train office employees for new service software. Data entry of daily invoices. Set goals for Gross Profit Margin. Design marketing and placement. Attend seminars and classes to improve daily performance.  

	
	1996 – 1999
Arizona Refrigeration Service
Tempe, AZ

Service/Installation Manager

Schedule and dispatch sales staff, installers, sheet metal fabricators, parts runners and service technicians.  Perform yearly performance reviews. Data entry of service calls info into service program.  Interview all new applicants for field and office employees.  Write all schedules for office and field employees.  Track daily profit performance.  

	Objective
	Utilize the skills I have obtained in this fast paced industry.  I strive to learn something-new everyday.  I would like to have a job that presents a new challenge on a daily basis.


