NAME

	236 St. George Street             Moncton, NB  E1A 1A1          Tel: (506)000-0000

	name@hotmail.com


Objective:  Business Administration and Management
HIGHLIGHTS OF QUALIFICATIONS

· A professional administrator with excellent communication and analytical skills
· Committed to excellent service and customer satisfaction
· Extensive experience in business administration
· History of outstanding performance and service awards
· Proven budget planning and control
· Self-starter, team player and reliable
· University of Moncton graduate: Certificate in Personnel Administration
ACCOMPLISHMENTS

· Resolved customer issues which resulted in the branch office achieving the highest customer satisfaction level in Canada

· Improved working capital significantly by reducing accounts receivable and inventory

· Planned and implemented a computerized inventory system that decreased inventory by 30%

· Negotiated business agreements resulting in cost reductions of $25,000 in one year

· Member of numerous task teams that improved processes, saved time, and increased profits

· Led a national team which analyzed the company’s awards programs

· Developed and implemented processes to improve efficiency

SKILLS AND EXPERIENCE

Management

· Prepared and managed a budget of $175,000

· Hired, trained and managed administrative clerks and inside sales representative

· Conducted performance evaluations

· Directed facilities and warehouse management

· Served as human resource generalist at branch level

Communication, Coordination & Project Management

· Participated on numerous local, regional, and national task teams

· Ensured satisfaction by responding to customer complaints and questions

· Planned, facilitated and directed meetings

· Provided support to contract sales representatives

· Planned and organized office relocations

· Administered corporate programs and events

· Established priorities and provided secretarial support

Name 




                                                                 Page 2
SKILLS AND EXPERIENCE, continued
Finance

· Prepared payroll

· Oversaw accounts receivable, accounts payable, credit collection

· Audited markups and invoicing

WORK HISTORY

	Office Administrator
	Honeywell Limited
	Moncton, NB
	1984-99

	Office Supervisor
	Cable Service Limited
	Moncton, NB
	1975-84

	Bilingual Stenographer
	Canada Manpower Center
	Moncton, NB
	1975

	Executive Secretary
	Bonaccord Finance
	Moncton, NB
	1974-75


EDUCATION

	Personnel Administration Certificate
	Université de Moncton
	Moncton, NB
	1990

	Bilingual Stenographer
	NBCC
	Moncton, NB
	1974


TRAINING

	Excel & Word Intermediate
	BKM
	Moncton, NB
	1999

	Spanish, Levels 1-4
	Université de Moncton
	Moncton, NB
	1997

	Customer Satisfaction
	Honeywell
	Moncton, NB
	1995

	Creative Decision Making and Problem Solving
	Jay Gibson Creative
	Toronto, ON
	1987

	Facilitator Training
	Technology Transfer
	Halifax, NS
	1986

	Supervisory Development
	Honeywell
	Toronto, ON
	1985


VOLUNTEER / COMMUNITY INVOLVEMENT

	Big Sister
	Big Brothers/Big Sisters
	Moncton, NB
	1998-present

	Host Family
	Exchange Student
	Moncton, NB
	1997-98

	Treasurer & Secretary

Board of Directors
	Alternative Residences Inc.
	Moncton, NB
	1993-94

	Foster Parent
	NB Social Services
	Moncton, NB
	1988-89
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