FELICEA  A. NOBILE

551 Hwy 7A, Bethany, Ontario, L0A 1A0
feldan.nobile@gmail.com    647-504-5312
	PROFESSIONAL 

SUMMARY
	A well organized Senior Administrator professional with experience in the healthcare, social services and education sector. 

	Summary Of 

Skills/

Accomplishments
	Supervisory skills with a team oriented and open approach 

Excellent communication and organizational skills

Ability to multi-task with excellent analytical and problem solving skills

Ability to adapt and learn new systems quickly 

Solution focused able to implement new processes and ideas to effectively and efficiently run program requirements   

Excellent negotiation and conflict resolution skills 

Intermediate to Advanced MS Office Skills 

Experience with Residential Tenancy Act 

Experience with Building Systems Components 

· Development and implementation of the CMHA Durham - Property &  Facilities Management Program/Department 

· Development and implementation of :

· Eviction Program Strategies 

· Social Enterprise 

	Work 

History
	March 2006 – January 2024
CORPORATE SERVICES, CANADIAN MENTAL HEALTH ASSOCIATION DURHAM
December 2008 -Present 

CORPORATE SERVICES :  Team Lead, Property & Facilities Management Department 

· Leadership, supervision and support to the Property & Facilities Management staff

· Oversight of the day to day activities within portfolio

· Create a positive team environment with open communication 

Property Management Functions:

· Provide property management functions for CMHA Durham within the subsidized Group Homes, Housing Services subsidized units, Transitional Housing Rehabilitative Units, and partners – Substance Abuse Units, which include 

· Unit acquisitions including pre and post unit inspections 

· Ensure new client move in packages current and in place 

· Conduct and coordinate unit turnover processes including repairs and maintenance working with landlords and external contractors 

· Conduct and request maintenance and repairs from landlords and working with contractors using Helpdesk online system 

· Ensuring fire safety guidelines within the units and within the Group Homes 

· Working within the guidelines of the Residential Tenancies Act for posting notices, internal forms and processes 

· Working with the multidisciplinary teams within CMHA around the housing units – ensuring communication of vacancies 

· Ensuring master housing keys are in place for all the CMHA leased units 

· Formulating and executing yearly Preventative Maintenance Plan for CMHA Owned Group Homes (standard maintenance, contractors, contract renewals, pest control, etc. ) 

· Working with vendors for competitive pricing on items for units for unit set ups

· Ensuring legal requirements and liability processes in place (monthly vacant unit inspections, etc.) 

· Bed Bug and Hoarding Resource and Consultation  
· Coordinate and execute Annual Unit Inspections for safety and ensuring integrity of units

· Chair of the Interdisiplinary Housing Status Meeting 

· Working with Finance area on year end spending review and update of costing, invoices

Facilities Functions:

· Provide Facilities Management functions for the CMHA Headoffice 8 Storey building including….

· Formulating and Executing Yearly Preventative Building Maintenance Plan 

· Review and adjust organization wide sanitation, housekeeping monthly cleaning protocols and schedule 

· Work with onsite general maintenance to address maintenance and repairs 

· Ensure buildings and grounds are clean and safe from emergencies 

· Management and upkeep of the equipment and supplies to meet health & Safety Standards 

· Oversight of Building Environment systems: HVAC, Plumbing, Electrical Systems, Elevators, Fire/Life Safety, Security Systems 

· Planning of all facility activities, control schedules, manage contracts, develop work standards and evaluate 

· Work with contractors around building maintenance requests and repairs 

· Coordinate and oversee building office renovation, office moves projects 

· Management of building emergencies as they arise 

· Overseeing any renovations, refurbishments, office moves and building projects 

· Building signage as appropriate for all aspects of building safety, notifications, etc,. 

· Ensure safety and integrity of building by conducting regularly scheduled inspections and acting appropriately 

· Fire Safety Regulations, conduct annual fire drills, formulate/execute Fire Safety Plan, Act as Chief Fire Warden 

· Actively participate as a member of the Joint Health & Safety Committee, 

· Infection Prevention Committee, Emergency Pandemic Response Team 

· Work with finance on year end spending, review and costing analysis on needs and wants in building, monitor expenditures, 

· Review building capital spending requests, obtain quotes, forward for approval as appropriate 

COVID PPE CENTRALIZED SYSTEM

· Provide services for COVID 19 protocols ongoing:
· Development of Organization wide  PPE Distribution Centre 

· Implement covid safety sanitization and hygiene in place 

· Ensure weekly distribution of PPE to organizational staff

· Inventory of organizational PPE 

· Sourcing of PPE through vendors at competitive prices

· Ensure appropriate covid related signage and protocols in place (sanitization, hand sanitizer, masks in place 

· Work with Pandemic Response Team to implement covid related protocols 

· Work with outsourced and internal contractors to ensure sanitization in place and adhered to accordingly  

March 2006 – December 2008 

Executive Assistant, CEO/Director Corporate Services 

· Administrative support to the CEO and Director of Corporate Services

·  - Provide all facets of administrative support 

· - Compose and prepare correspondence, coordinate agenda, meetings, 

· - assist Director, Corporate services in attending to building issues, dealing with contractors 


· Board Secretary responsibilities  - preparing agendas, attending meetings, minute taking

	
	APRIL 2005 – MARCH 2006 

UNIVERSITY OF TORONTO, Department of Family Medicine

Program Assistant, Postgraduate Program 

· Assist with residency applications and packages for post graduate studies

· Assist with coordination of information sessions, workshops, locums, residencies 

· Provide secretarial assistance at departmental meetings, meeting minutes, agenda 

· Assist with applications of international graduate students 

· Provide reception relief duty within the Department of Family Medicine program 

· Assist with Annual Department of Family Medicine awards ceremony, assist with coordination and implementation and all pertinent details

SEPT 1990 – MARCH 2005

THE SCARBOROUGH HOSPITAL 

2003 – 2005 

Executive Assistant (to 3 Executives)

(VP, Patient Services, Director, Stakeholder Integration, Director, Planning )

· Administrative support to three executives. Prepared correspondence, presentations, and word processing using MS Office software programs. Prepared materials for various conferences, speaking engagements and projects.

· Composed correspondence and reports on behalf of VP, Patient Services 

· Coordinated, anticipated and ensured appropriate pre-meeting background information was prepared and available for above executives, ensuring proper materials were presented for daily responsibilities and meetings.

· Maintained electronic calendars; scheduled meetings/teleconferences with both internal and external contacts coordinated logistics (room booking, catering) required for meetings.

· Maintained and organized individual and centralized manual and electronic filing system.

· Made appropriate travel arrangements for the executives, including preparation of travel expense claims, cheque requests, expense reports. Maintained detailed records as a reference.

· Received and made telephone calls on behalf of the VP, Patient Services; provided information as required; referred telephone calls to other departments; 

· responded stakeholder enquiries using judgment, sensitivity and confidentiality.

· Provided committee secretarial tasks for the Clinical Program Steering Committee. 

Patient Satisfaction Assistant 

(Reporting to Director, Quality Performance & Improvement)

· Assisted in roll out of Unit based Patient Satisfaction, Unit based Statistics.

· Directed/answered calls related to Patient Satisfaction results.

· Ensured quarterly Patient Satisfaction results were distributed and posted appropriately on specific nursing units.

2002 - 2003


Executive Assistant, (Reporting to Administration Department, Special Projects)

Accreditation Assistant /SARS Command Centre

· Administrative support to Director, Quality Improvement and Accreditation Action Group.

· Coordinated all logistics for accreditation schedule and process.

· Assisted with accreditation process by acting as ambassador for the hospital.

· Entered data of AIM Accreditation responses into AIM Accreditation Data Base.

· Secretarial/minute taking duties for the Accreditation Steering Committee.

· Provided administrative support to The Scarborough Hospital Infection Control Team and The Toronto Public Health Team as well as secretarial/minute taking duties at Team Meetings.

· Assisted with inquiries and retrieval of  patient information, SARS Government updates                                                                                                                                                                                                                 

1999 – 2002

Executive Assistant, Corporate Planner

· Provided administration and project support to Hospital Corporate Planner; maintained systems for project coordination in addition to internal and external report preparation and distribution. Assisted with coordination of Open Houses, Accreditation process.   Managed, tracked and recorded progress and status reports on projects.

1997 – 1999 
Administrative Assistant, 



(Reporting to Patient Care Informatics Director)  

1995 – 1997
Administrative Assistant



 (Nursing Administration, Maternal Newborn, Patient Care Info) 

1990 – 1995
Secretary/Receptionist, 



Occupational Health & Safety Department 

1988
TORONTO DISTRICT CATHOLIC SCHOOL BOARD, 


Teacher Personnel Department

 Department Secretary 



	Education
	· Ontario Rent Smart Educator Program Certificate , 2016
· Property Management Certificate, with Honors 2011 - Institute of Housing Management/Humber College 

· Property Standards By-Law Certificate – Ontario Property Standards Association , 2014
· Hoarding Level 1 and 2 – Birchall Consulting Services – CMHA London – March 2010, April 2011

· Executive Secretary Program Certificate with Honors, 1988 – Centennial College 

· Current member of the Institute of Housing Management in good standing

· Founding and past Member of the Durham Region Hoarding Coalition – development of DRHC hoarding guidebook

· Past member of the Durham Region Bed Bug Task Force – development of Durham Region Bed Bug Resource  
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