Your Name
	236 St. George Street

Moncton, NB  E1A 1A1
	Tel: (506) 000-0000

name@nbnet.nb.ca


WORK OBJECTIVE

Legal / Administrative Assistant
HIGHLIGHTS OF QUALIFICATIONS

· Obtained a Legal Administrative Assistant Diploma

· Knowledgeable in many computer software programs and operating systems

· Experienced in providing customer service

· Work well in a fast-paced environment

· Courteous, positive attitude and professional mannerism

ACCOMPLISHMENTS

· Was asked to be a supervisor after three weeks of working for the company
· Studied and received a diploma while raising a family
SKILLS AND EXPERIENCE

Customer Service

· Handled the daily calls concerning complaints and/or concerns of customers 

· Maintained high customer satisfaction to ensure repeat business

· Trained employees in customer service

Office Support

· Typed and prepared various documents and letters (35-45 wpm) with a high 


degree of accuracy

· Maintained records of inventory for the store

· Typed daily expenses in Excel spreadsheets on a nightly basis

· Handled large sums of money on a daily basis and prepared daily bank deposits
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SKILLS AND EXPERIENCE (continued)

Administration

· Supervised 3-6 people on a daily basis
· Interviewed and evaluated potential staff members
· Participated as a team member to meet operational goals
· Attended to the daily office procedures such as payroll, invoicing, and scheduling
Computer Skills

· Windows 3.1, 95, 98, and ME

· MS Word, MS Access, MS Excel, Corel WordPerfect

· Internet literate, send/receive e-mails

EDUCATION 

	General Education Diploma
	NBCC – Moncton, NB


	2001

	Legal Administrative 

Assistant Diploma
	CompuCollege – Moncton, NB
	1999


WORK HISTORY

	Chambermaid


	Brunswick Hotel – Moncton, NB
	2000

	Supervisor / Customer Service


	Tim Horton’s – Moncton, NB
	1999-00

	Tele-researcher
	BBM – Moncton, NB
	1999
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