NAME
236 St. George Street

Moncton, New Brunswick  E1A 1A1


                                           Tel: (506) 000-0000

WORK OBJECTIVE:  Secretarial / Clerical Work
HIGHLIGHTS OF QUALIFICATIONS

· Over 10 years experience as a Secretary / Bookkeeper

· Software knowledge: WordPerfect 6.0, Corel, Simply Accounting and in-house programs

· Fluently bilingual in both official languages

· Give 100% to employers at all times; take great pride in a job well done

ACCOMPLISHMENTS

· Set up a functional mailing system which was very easily accessible and is still being used today

· Was promoted from Clerk I to Clerk III based on performance appraisals while working at NB Power

PROFESSIONAL EXPERIENCE

Secretarial 

· Type correspondence and operate fax machine, photocopier, and computers

· Set up and maintain filing system

· Receive and forward telephone and walk-in clients inquiries to appropriate person

· Prepare working sheets, office documents, memos, and mail

· Layout and design brochures and weekly bulletin

· Provided customer services and ensure satisfaction

· Prepared layouts for advertising flyers for campaigns and retail purposes

Bookkeeping

· Process loans to potential customers

· Balance daily cash; collect and make bank deposits

· Manage and perform accounting duties for personal retail business

WORK HISTORY

	Owner / Manager
	Boutique Alliance – Bouctouche, NB
	1998-99

	Administrative Secretary / Bookkeeper
	R&G Windows & Doors – Moncton, NB
	1995-96

	Teacher’s Aide
	École Ste-Anne – Ste-Anne, NB (project)
	1994

	Secretary
	Assumption Life – Moncton, NB
	1992-93

	Secretary
	Income Assistance – Richibucto, NB (project)
	1990-91

	Salesperson
	Coppercraft – Bouctouche, NB
	1983

	Clerk III / Secretary
	NB Power – Bouctouche, NB
	1974-82


EDUCATION AND TRAINING

	Secretarial Recycling Course
	NBCC – Shediac, NB
	1992

	Bookeeping / Secretarial
	Oulton’s Business College – Moncton, NB
	1973

	High School Diploma
	École Clément-Cormier – Bouctouche, NB
	1972
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